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~ FOREWORD )

The Mid-America Vodational Curriculum Consortium (MAVCC)-was ordanized for the
purpose of developing instructional material for the eleven member states. Priorities for
developing MAV C,lmatejial are determined annually based on the needs as identified
*by all mgmber s{ﬂtés. One of the priorities identified was graphic arts or offset printing.
This publicaﬁbh@is the first of three books designed to provide the needed ingtructional
material for th?agma. )

e ] i L 3

The sutcess of this puﬁlication is due, in large part, to the capabilities of the person-
nel who worked with its development. The technical writers have numerous years of in-
dustry as well as teaching experience. Assisting them in their efforts were representatives
of each of the member states who brought with them technical expertise and the experience
related to the classrbom and to the trade. To assure that the materials would parallel the
industry environment and be accepted as a transportable basic teaching tool, organizations
and industry representatives were invoived in the developmental phases of the manual.
Appreciation is extended to them for their valuable contributions to the manual.
This publication is designed to assistﬁfé’achers in improving instruction. As these
"publications are used, it is hgped that the student performance will improveg and that
stt'Jdents will be better able to assume a role in their chosen occupation, small en?ine repair.

Ly

Instructiaj‘wal materials in this publicatien are written in terms of student performance
using measurable ‘objectives, This is an innovative approach to teaching that accents and
augments the teaching/learning progess. Criterion referenced evaluation instruments are
provided for uniform measuremen?f)sf student progress. In addition to evaluating recall
information, teachers are encouraged to evaluate the other areas intluding process and
product as indicated at the end of each instructional unit. .

It is the sincere belief of the MAVCC personnel,and all those members who served
on the committees that this publication will allow the students to become better prepared
and more effective\Qlempers of the work force.

N ‘ " -
' David Merrill, Chairman .
Board of Directors
: ] " Mid-America Vocational
. : ' Curriculum Consortium

~}
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‘ . PREFACE

For many years those responsible for teaching-graphic-arts and offset printing have
felt a need for better quality materials to use in this area. Afteam of teachers, industry
represéntatives, and trade and industrial education staff members accepted this challenge
and have produced three manuals which will meet the needs of many types of courses

L where students are expected to become proficient in the area of printing. This publication,
Graphic Arts: Book One--Orientation, Composition, and Paste-Up, is designed to teach the
information related to composition, Content for the camera, press, and bindery areas will be
taught in Books Two and Three.

( Every effort has been made to make this publication basic, readable, and by all means
usable. Three vital parts of instruction have been intentionally omitted from this publica-
tion: motivation, personalization, and localization. These areas are left to the individ-
ual.instructors and the instructors should capitalize on them. Only then will th® publica-
tion really become a vital part of the teaching-learning process. ,

In addition, we would appreciate your help. We check for content quality, spelling,
and typographical errors many times in the development of a manual. It is still possible,
however, for an error to show up in a publication,

If, in the use of this publication, you should find something questjonable we would
appreciate you bringing it to our attention. A copy of the page or pages in question with
your suggestions for correction would certainly help us when we revise and update mate-

’ . trials. , ‘ .
|

We're trying to provide you with the best possible curriculum erials and will o
certainly appreciate your help in detecting areas where possible correct are Jneeded
to maintain the quality you want and deserve. . ‘o

L 4

4

Ann Benson

Executive Director

Mid America Vocational Curriculum
Consortium, Inc.

-’
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USE OF THIS PUBLICATION

Instructional Units =~ . 2

The Graphic Arts: Book One--Orientation, Composition, and ‘Paste-{Jp, includes
thirteen units. Each instructional unit includes some or all of the basic components of a unit
of instruction: performance objectives, suggested activities for teachers, information sheets,
assignment sheets, job sheets, visual aids, tests, and answers to the test. Umts are planned
for more than one lesson or class period of instructién.

Careful study of gach instructional unit by the teacher will help to determine: -
A. The amount of material that can be covered in each class period -
B. The skills which must be demonstrated -
1. + Supplies needed o 4
g 2. Equipment needed
3.  Amount of practice needed '
4. Amount of class time needed for demonstrations
C. Supplementary materials such as pamphlets or filmstrips that must be ordered
D. Resource people who must be contacted )
Objectives ? )
Each unit of instruction is based on performance objectives. These objectives state the
goals of the course, thus providing a sense of direction and accompllshment for the student.
>
Performance objectives are statdd in two forms: unit objectives, stating the subject
matter to be covered in a Unit of instruction; and specific objectives, stating the student per-
formance necessary to reach the unit objective.

*

Since the objectives of the unit provide direction for the teaching-learning process, it
is |mportant for the teacher and students to have a common understanding of the intent of
the objectives. A limited number of performance terms have been used in the objectives for
this curriculum fo assist in promoting the effectiveness of the communication amohg all
indi* ' s using'the materials. .

\

Following i is a list of performance terms and their synonyms which may have been used

in this material: ) . "
Name Identify Describe

Label Select Define

List in writing Mark Discuss in writing

List orally . Pointqut Discuss orally

Letter Pick out - Interpret

Record Choose . Tell how

Repeat Locate Tell what

Give . . Explain

e xiii




[ . ' .o
Order ‘ Distinguish " Construct

Arrange Discriminate Draw

Sequence Make :
List in order ) . . 8uild i
Classify : - Design

Divide . Formulate

Isolate . " Reproduce

Sort ' ’ v Transcribe

Reduce

Increase
» {[igure

Demonstrate . Additional Terms Used ;
Show your work Evaluate - Prepare
Show procedure Complete o Make
Perform an experiment Analyze " & Read
Perform the steps Calculate Tell
Operate . Estimate Teach
Remove Plan Converse
Replace ‘Observe Lead
Turn off/on Compare State
(Dis) assemble Determine ) . Write
(Dis) connect Perform ~ ‘
Reading of the objectives by the student should be followed by a class discussion to .

answer any questions concerning performance requirements for each instructional unit.

Teachers sh8uld feel free to add objectives which will fit the material to the needs of *
the students and community. When teachers add objectives, they should remember to
supply the needed information, assignment and/or job sheets, and criterion tests.

I3

Suggested Activities for the Instructor: ., .

" Each unit of instruction has a suggested activities sheet outlining steps to follow in
accomplishing specific objectives. Duties of instructors will vary accordmg to the particular
unit; however, for, pest use of the material they should include the following: provide
students with objeglive sheet, information sheet, assignment sheets, and job sheets; preview
filmstrips, make transparencies, and arrange for resource materials and people; discuss unit
and specific objectives and information sheet; give test. Teachers are encouraged to use any
additional instructional activities and teaching methods to aid students in accomplishing the
objectives.

Information Sheets v "

Information sheets provide content essential for meeting the cognitive (knowledge) ob-
jectives in the unit. The teacher will*find thae the information sheets serve as an excellent
guide for presenting the background knowledge necessary to develop the Skl" specified m
the unit dbjective.

Students should read the information sheets before the information is discussed in
class. Students may take additional notes on the information sheets.




Transparency Masters
L L . 4
' Transparency masters provide information in a special way. The students may see as
well as hear the material being presented, thus reinforcing the learning process. Transparen-
cies may present new information or they may reinforce information presented in the in-
formation sheets. They are particularly effective when identification is necessary.

Transparencies should be made and placed in the notebook where they will be imme-
diately avafiable for use. Transparencies direct the class's attention to the topic of discu;-
son. They should be 'Fﬂ on the screen only when topics shown are under discussion.

pus

Job sheets are an important segment of each unit.*The instructor should be able to
and in most situations should demonstrate the skills outlined in the job sheets, Procedures
outlined in the job sheets give direction to the skill being taught and allow both student and:

. teacher to check student progress toward the accomplishment of the skill. Job sheets
provide a ready outline for students to follow if they have missed a demonstration. Job
sheets also furnish potential employers with a picture of the skills being taught and the
performances which might reasonably be expected from a pefson who has had this training.

Job Sheets

Assignment Sheets

Assignment sheets give direction to studly and furnish practice for paper and pencil
activities to develop the knowledges which are necessary prerequisites to skill development.
. These may be. given to the student for completion in class or used for homework assign-

ments. Answer sheets are provided which may be used by the student and/or teacher for
. chegking student progress, *

Test and Evaluation

. Paper-pencil and performance tests have been constructed to measure student achieve-
ment of each objective listed in the unit of instruciion. Individual test items may be pulled
. out and used as a short test to determine stu‘ent achievement of a particular objective. This .
kind of testing may be used as a daily quiz and will help the teacher spot difficulties being -~
P encountered by students in their efforts to accomplish the unit objective. Test items for ob-
. jectives added by the teacher should be constructecj and added to the test.

Test Answers

Test answers are provided for each unit. These may be used by the teacher and/or
student for checking student achievement of the objectives.

! -




GRAPHIC ARTS: BOOK ONE
ORIENTATION COMPOSITION, AND PASTE-UP

. INST‘RUCTIONAL/OCCUPATIONAL ANALYSIS

JOB TRAINING What the ' ° RELATED INFORMATION: What
" Worker Should Be Able to Do the Worker Shou Know
{Psychomotor) (Cognitive)

' SECTION A-UNIT |: CAREER OVERVIEW
1. Major areas of specialization

"2. Types of companies that
employ printers

3. 'Personal traits for successful
printers

Related skills

- B, Advantages and disadvantages
. . of printing occupations

6. "Determine employment qpportunmes
Interview a prmtmg employee ;
UNIT Il: SHOP SAFETY
. Terms and definitions

Proper safety rules

. Steps in mamammg a safe

and orderly
Basic hand tools

. The do's and don'ts of using
basic hand tools

. Thedo' % and don'ts for hand
ling chefhicals properly :

7. Colors and designations of
the safety color code

" 8. Classes of flres and definitions
9. Types of fire extinguishers

List the general steps to be taken -
in case of an accident o

Describe the steps to be taken
in given accident situations

o UNIT Ill: SHOP ORGANIZATION . i .

1.7 Concerns of successful plant
management
. Job titles apd duties

. Production steps in printing
. lobs
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JOB TRAINING: What the ° ) i RELATED INFORMATION: What
Worker SHould Be Able to Do the Worker Should Know :
(Psychomotor) . (Cognitive) ) :

UNIT VI: APPLYING FORA f08

f ) ' , - 1. Terms and definitions
; 2. Means of locating job,open-
SN . ings
e ‘4 .
30 3. Methods of applying for a job

4. information asked for on job
' application .

5.  Employer and employee ex-
. Pectations .

6. Personal attributes or attitudes-

~7. Proper conduct -

8. Prepare z; resume
’ , 9. Write a letter of application : P
10. Complete an"applicatio‘n form v
11. Prepare a personal pzrtfolio _ ’
12. Practicg_gintervie;/v questions ‘ »\

13. Make an appointment by phone for -.
an offset printing job interview ,.\\

14. Write a follow-up letter or make a
foHow-up phone call after an inter- )
view for an offset printing job |
"15. Evaluate an offset printing job offer
16. Compare job opportunities

SECTION B--UNIT I: PRINCIPLES OF COPY PLANNING AND
PREPARATION--OVERVIEW

A ]

1. Terms and definitions

2. Factors that affect copy plan-
ning and preparation

3. Components of a layout

. )
. . . 4.p Layout and paste-up steps
: , , A
N : - : 5. Postal rejulations ,
‘é

Xix
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JOB TRAINING: What the

Worker Should Be Able to Do.

(Ps?chomoto‘r)h h

"

6. Identify illustrations as Iineor‘

halftone

10. Measure type

11. Calculate copyfitting

UNIT I1: TYPOGRAPHY

“™M2. Mark-up copy \ﬁ? e

1. Terms and defihitions
2. Hot and cold type character-
istics
3. Parts of a type character
4, Type styles
5. Type fonts, series and fami-
. ° ‘ lies ) .
K 6. Units of measurement
7. Measuring type
' 8. Copyfitting
9. Select true statements con-
cerning marking up copy
' {)t <
| SN "‘
“ N b
UNIT [1I: DESI RINCIPLES
1. Terms and definitions
2. Characteristics contributing to
~ fitness of layout
° »
. 3. Effects of tone
4. Methods used to achieve em-
phasis
*.6. Use of white space and sim-
plicity
6. Types of balance
7. Horizof(tal and vertical centers
8. Proportion

ELATED INFORMATION: What
the Worker Should Know

(Cognitive)
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* - JOB TRAINING: What the . : RELATED INFORMATION: What

Worker Should Be Able to Do ' : the Worker Should Know
. {Psychomotor) ' (Cognitive)
; .
9. Shape harmony «
. ol 10. Methods used to dthieve
rhythm .
\ . (% 11. Statements concerniRg color
’ ~ ¢« 12. Color harmony: .5‘ . }
13. Color balance
. ] - 14, €olor selection ¥
q . . - : 15, Characterustlcs(c?f color
. 16. Complete a drawing of the printer's 4
g wheel with proper primary and secon- »
dary colors
- 17. Label magazine ads which utilize ) - s *
. design principles . ) . '
“e UNIT IV: PASTE-UP PRINCIPLES AND P'ROCEDURE557'
. -t [ w
1. Terms and d&finitions
¥ ’ 2. Types; of camera copy
. - , 3 Registration'methods;
. 4, ‘ Methods of ruling copy
N . .
. 5. Imiposition - '
' ) '6. Centering copy om paste-up
‘ ' . ‘ 7 Pro})ortional scale method,
. . - diagonal line method, and
- .t . . formula method
“ % Cropplng a photograph
’ 8. Use of hénd-cut ruby film
10. Statements concerning pre- :
- . parini.complete layout ®
11. Center)opy on a paste-up ' .o -
\' ‘ 12. Scale cop . .
| _13. Crop a phgtograph .
\ 14. Prepare camera copy using hand-cut ' . '
ruby film v -
N |
| Tﬂ‘ . 1 7
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15. Prepare a complete and comprehen-,
sive layout

|
SECTION C--UNIT I: COMPOSITION- -OVERVIEW AND FORMAT ?
- 1. Terms and definitions !
2."I§in*ds of type_ }

%

! . 3. Strike-on and phototype
setting machines

4. First generation photot pe-
setters

5. Second generation photptext

S . . typesetters "
. : A . 7.
6. Third and fourth generdtion

S

. phototext typesetters }
7. ldentify formats of type composition .
UNIT II: TYPESBTTING PROCEDU%S -
X A o
4 ‘ * 1. Terms and definitions _
v ¢ . ‘ - 2. Characteristics of strike-on
) “ typesetting equipment
. . & ' 3.- Characteristigs of photo-
‘ ’ o lettermg/phototypesettmg
f . . machines

* 4. Type image carriers

5. Set text type using a strike-on
machine \

6. Set text type usinga ph.ototype-
setting machine
7. ‘Set display type using a photo-
" lettering/phototypesetting .
machine s

. s UNIT [11: PROOFS, PROOFREADING, AND CORRECTIONS

Terms and definitions

-—
.

. . .
Kinds of type proofs

Proofreaders marks

o wwN

Readmg and marking proof
copy

. 5. Types of corrections

.‘
[ Y
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6. Read and mark proof copy

7. Read and mark newspaper copy

8. Make corrections in pTc\of copy
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Black ink

8lue pencil

China marking pencil

Cotton pads

lllustration board

Ink knife v
Layout table (N
Line gauges

Magnifier

Masking/drafting tape

Offset plate .
<Opaquing brush
Photolettering/phototypesetting’
"machine ‘ \
Phototypesetting machine

Plastic triangles

.

/

XXV

Preservatives
Proportion wheel
Rubber cement
Ruby film material
Ruler

Scissors »
Solvents
Stripping knife
T-square .
Tape dispenser
Trimboard

Type image carrier,
Typgsetting machjne
Water bottle

White faper
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; CAREER OVERVIEW
J ‘ o - LUNIT
\ . N .
- ' , UNIT OBJECTIVE ,

After completion of tf¥ unit; the student should be able to select major areas of specializa-
tion in the offset printing trade and persanal traits and related skills important for successful
printers. The student should also be able to distinguish between the advantages and dis-
advantages of printing occupations. This knowledge will be evidenced by correctly 'per-
forming the procedures outlined in the assignment sheets and by scoring 85 percent on the
unit test.

v . - SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:
@ Select major areas of specialization in the offset printing trade.
2. Name types of companies that emp'lt;y printers.
3. Select true statements concerrjling personal traits important. for successful .printers.
. 4. Select related skills im
- . g N 5. Distinguish bet;/veen

pations. 2/

for successful printers. .

e advantages and disadvantages of the printi.ng occu-

6. Determine employment opportunities. i ) ']

7. Interview a printing employee.




. CAREER OVERVIEW
- - UNIT |

/SUGGESTED ACTIVITIES

,
l.  «Provide student with objective sheet. a” <
[l.  Provide student w;th information and é'?siigﬁment s;heets. : s
18 Dism_:ss unit and specific/objectiv;s.
v. Discuss information and assignmentsheets - 7

V. _Show the film "We Usad To CaII lt Prmtmg avallable from the Addressograph
Multigraphics Corporatlon .

.

VI.  Invite a guest speaker from industry to talk about pay, advantages, disadvantages,

apd opportunities. “ 4

> -~y
" VII. . An informative brochure of printing occupatlons is available from the East-
man Kodak Company

’

VIIL Take a field tnp and visit 5 commercial printing shop.

IXZ Identify the math ability levels of the students and ‘develop/teach basic math
as required,» -

X. lee test. ) .
' “ '
: " INSTRUCTIONAL MATERIALS ' B

l. . Included in th} unit:
A, Objective sheet
B.. Information sheet . .

’ C. Assignment sheets | ' o b 4

1
.

- SRS - 1. -Assignment Sheet #1=-Detéririne Employment Opportunities
o 2. Assignment Sheet #2--Interview a Printing Embloyee

D. l'[est . -
c .
E. Answers to test

/.‘ )




References:

. A. - Cogoli, John ./)’h%to-Offset Fundamentals. * Bloomington, 1L 61701:
. .. McKnight Publighing Co., 1980. )

~

B. S&e)nce; Dr. Wm. P. and Vequist, Dr. David G. Graphic Rep}oduction.
Peoria, IL 61615: Chas. A. Bennett Co., Inc., 1980.

Il Additional references:
A Eastman.Kodak Company, 343 State Street, Rochester, NY 14650

B. Addressograph Multigraph Corporation, Educational Division, 1200 Babbitt
. Road Cleveland, OH 44117
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'CAREER OVERVIEW

UNITy

INFORMATION SHEET

Major areas of specialization in the offset printing trade

Gl

(NOTE In these major areas and throughout this publication, the terms "graphic ,
arts" and "offset printing" are used synonymously.: Graphic arts/ offset printing
may be defined as the techniques and crafts associated with the writing or print-

mg on flat surfaces.)

A. Layout and design
Composition
Paste-up
F;roofreéding \
Camera

Strining

Platemaking

T 0o mmo o0 w,

Press

. Bindery

Types of companies that employ printers

“« Comﬁ‘rmal prmtmg plants

In-house prmtmg plants

«C. Newspapers

.

* »D. Magazine publishers

E. Book publishers

F. Printihg supply firms

H. Advertising agencies .
. Paper product companies

J.  Bindery firms _

J

_G. _ Printing machinery companies

(NOTE: Bindery firms_include both commercial and specialty binderies.)

£

-5-A
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INFORMATION SHEET

K. Business form companies X o

-~ o

L. Specialty shops

Examplés: Design shops, composition shops
Personal traits important for successfu-l printers
A Abﬁili& to listen to and follow instructions well
B. Punctuality B
C. Dependability _‘ ‘
D. Ability to accept constructive criticism .

E. Success oriented

F. Ability to work well with others

G. Mechanical ability N
’H._ Trustworthiness * \

. Willingness to continue ed;fcatjon. \ . i .
Related skills in;portant for successful printers . . Lo .

A Abjlity to operate printing equipment correctly N .

B. Accuracy ' .

C. Speed ' T

D. _Neatness : . . ' '

E.  Ability to work without direct supervision - ' ’ ) oo

F'. Desire for perfection ' ‘ . |

A&vantages anﬂ disadvan'tage:s of an occupation in prjn;ing

A. Advantages - . . - | .
1. Open job market
2. . Rapidly grow\ing industry- ‘ o

L
3.. Quick advancement and ay increases




B

L
isadvantages

.

INFORMATION SHEET

Available overtime opportunities

.. Comfgrtable indoor working conditions

Va‘riegy of cha!lenging,,tasks

Y

Sense of priBe and satisfaction

. -

1.~ Clqse work Qonfinement

-

2.

3.

areas ' '
» . N

Pressure of work deadiines
Rigid standards for accuracy
Competitive pg;y structure
Long hours during peak productioﬁ periqds

Most good employment opportunities are
[ ]

confined to
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CAREER OVERVIEW
= UNIT |

» Using the want 4ds from a local newspaper, the telephone book,“radio, television or other

‘( : Job , ) Place of Employment

o LJ
\J
! -
3 N , “'
[
~———y ]
h -
4 . .
. . « . ‘I)4¥ \ .
. ~ v




- CAREER OVERVIEW °
UNIT |

3
a

ASSIGNMENT SHEET #2--INTERVIEW A PRINTING EMPLOYEE !

.
- 3

Interview an employee.of a local printing plant to determine mformatlon tbat would help
you in better understanding this trade: Suggested questions are:

1. What are the job responsibilities? ' *
2. What are the advantages of this job?’

3. What are the disadvantages of this job?

- 4. What tr°aining requirements are needed to be employed in this jo’b?h .

v

5. What is the approximate salary?

6: Other information \ .

\2
N
-

4

£

/ - hd >
- ty
.
¢
°
) v
Al
£ -
L4

~ r
§!

. u/

L.
° : G
- . -
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CAREER OVERVIEW
\ o UNIT |

NAME

TEST

Select major areas of specialization in the offset printing trade by placing an "X" in
the appropriate blanks. >

. a. Bindery

+ b. Camera . .

. \
—C Press
d. Welding . »
—___e. Proofreading '
-
_____f. Platemaking .
N_ame six types of companies tl}at employ printers.
a. ‘ . -
b & )
d.
e L
f.. ) .

3

Select true statements concerning personal”traits impom;nt for successful printers by
placing an " X" in the appropriate blanks.

a. Ability to listen to and follow instructions well
b. Ability to disregard constructive criticism

c. Dependability

~d. Ability to work well with others
e. Unwillingness to continue education

Z f. Ability to get to work on time frequently .




14-A :

4. Select related skills important for successful printers by placing an "X" in the appro-
priate blanks. »

a. Accuracy k. .
b. Ability to work without direct supervision
- ¢, Ahility to typé .

~d. Desire for perfection

between the advantages and disadvantages of an occupation in printing

Variety of challenging tagks

. Close work confinement

c. Open job ;narket : ‘ ¥ : ;;'-E'V
___d. Pressure of work deadlines ) \ . -
_____e. Sense of pride and satisfaction .
. ____f. Rigid standards for accuracy
9 Competitive pay structure -

.

_____h. Longrhours during peak production periods
i. Most good employment opportunities are confined to metropelitan areas
> 7 6. Determine employment opportunities.
7. Interview a printing employee. b'\

(NOTE: If these activities have not been accomplished prior to the test, ask your
instructor when they should be completed.) (

3
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’\ CAREER OVERVIEW
UNK |
ANSWERS TO TEST ' = -
1. ab,c,e,f ¢

2. -Any six of the following:

Commercial printing plants -
In-house printing-plants
Newspapers '

Magazine publishers

Book publishers

Printing supply firms

Printing machinery companies
Advertising agencies >
Paper prodlct companies ‘
Bindery firros '
Business form companies
Specialty shops

¢

—FXT o AP A0 oo

CoO>

cooo
STe o

6. Evaluated to the satisfaction of the instructor

7. Evaluated to the satisfaction of the instructor ' “© .

< v 79
W




) . . SHOP SAFETY
‘ UNIT {1 )

UNIT OBJECTIVE 4 f
(. T i iy

After completion of this unit, the student should be able to sefect true statements concern-

ng rules for shop safety and the do's and don'ts of handling basic hand tools and chemicals
~properly. The.student should also be able to identify basic hand tools and describe the steps

to be taken in given accident situations. This knowledge will be evidenced by correctly - -
performing the procedures outlined in the assignment sheet and by scoring 100 percent on
the unit test.

SPECIFIC OBJECTIVES

-

! _ After completion of this unit, the student should be able to: :

1. Match terms associated with shop safety with the correct definitions,

e -

2. Select true statements concermng,the proper safety rules to be practlced in the
shop. -

. Ly

3, Complete sentences concerning the steps in maintaining a safe and orderly shop. |

‘ 4. l|dentify basic hand tools used in the shop.

i o e i e e _ i

e M“/—uﬂg—"'—"—*
5. Select true statements concerning the do's and don'ts for usmg basic hand tools

N properly.
. ‘ N\ . - . ~
“ 6. Select true statemevr% concerning the do's and don'ts for handling chemicals
: properly \ -/
~ . 5 g . '
~ 7. Match the colors of the safety color code with the correct designations. !
. 8. Match classes of fires with the correct definitions,

‘

9. Match types of fire-extinguishers with their characteristics.
10. List the general steps to be taken in case of an accident.

11. Describe the steps to be taken in given accident situations.

>

. 4
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SHOP SAFETY .
\ UNIT II : .

SUGGESTED ACTIVITIES . o

. -
.
.

Provide student with objective sheet.
Provide student with information and assignment sheets.
Make transparencid®. - R : ..
: . AP
Discuss unit and specific objectives. . ¢
Discuss information and assignment sheets.

Lead students op a tour of the shop and point out dangerous areas, such as
presses, light Sources, and paper cutters, stitches and drills.

Give students a floor fMan of the Eshop and have them locate various objects
such as the fire extingusher and first aig kit.

Invite a representative from the fire department or OSHA to'speak on shop
safety. .

Relate your personal experiences or case studies concerning dangerous situa-
tions caused by lack of safety. '

Discuss color coding as it relates to the shop area.

Show types of fire Extinguishers and their functions.

Give test.
INSTRUCTIONAL MATERIALS

Inclluded in-this unit:

A. Objective sheet

B. Information sheet

C Transparency masters
1. . TM 1--Basic Hand Tools
2. TM 2--Bas~ic—+—1:n:Tools {Continued) : '
3. TM 3-Classes of Fires, Fire Extinguishers and Their Uses

D. Assignment Sheet #1--Describe the Steps to be Taken in Given Accident
Situations . .

'}--




E. Answers to assignm;ﬂ sheet

F. Test . i : ;l .
G. Answers to test
References

A. Cogoli, John E., Photo-Offset Fundamentals. Bloomington, IL 61701:
M%nght Publlshmg Co.,/1980.

B. L/thographers Manual, ed. Chanes Shapiro. Ptttsburgh Graphlc Arts Tech-
nical Foundation, 1968.




SHOP SAFETY
UNIT I

INFORMATION SHEET

Terms and definitions

A.
B.

Safety--State or condition of being safe and free from danger, risk, or injury

Accident--An\h sudden, unintentional event which causes personal injury
or damage ’

First aid--lfnmediate, temporary care given an accident victim until services
of a physician can be obtained

e

Shop safety rules

A

B.

Use tools and equipment only for their intended purpose

-

Return all hand tools te their proper place’ after use

Keep assigned areas clean ahd free of safety hazards

\ -
Operate any presses or electricity powered equipment only afterthe.approv-
al of an‘instructor

’

Clean up any spilled quui/d immediately from floors, shelves, or tables

Do notsit or lean on light tables

lelt the operation of the paper cutter, paper anI and stltcher to. one

person at a time
Limit the 0peraﬁan\6f/¢{ll presses and duplicators to one person at a time
Tie back aII long halr prior to operattng any press or power equrpment

(NOTE: Hair should be put in hair nets.)

Roll or tightly secure long sleeves and any loose garments prior to operating
presses or power equipment

Do not clean any press or power Xquipment while in operation

- Keep all aisles, Tt'b—omays and areas around machines and equipment clean

and clear of debris, paper, and boxes

Report any unsafe condition in the shop immediately

Y

Do not get involved in any horseplay in shop or classroom area

o

-




V.

I.

“

INFORMATION SHEET

Remove all metal jewelry when pperating rotating equipment \

0.

P.  Use soap and water ,frequenily to help prevent skin irritation

Q. Avoid touching and looking directly at light sources

Maintai~ning a safe and orderly shop ’ N

A. Arrange all machinery and equipment to pe[mit safe and efficient operation
B. Keep materials and supplies safely stacked and stored

C. Keep all tools and accessories in cabinets or tool racks .

o . . . .
D. ‘Dispose of or store all combustible materials in safe containers

E.
F.

G.

Keep all floors clean/ and free of debris at all times

Check that adequate housekeeping equipment and  cleaning materials are
on hand to insure that maximum cleaning efficiency can be maintained

Participate in daily cleanup periods

Basic hand tools (Transparencies 1 and 2)

N 1

A. T-square
B. Line gaﬁges
C. Stripping knife . ) .
. D. I,’Ia(stic triangles ' i
E. Tape dispenser
F. O’paguing brush . _
G. Magnifier ' -
H. Ero‘)ortibr{ ;fvheel v .
I.  Ink kpife ' ) ’
The dc:'s and don'ts for using basic hand tools properly - ~
A. Do’carry tape dispensers with care and place on-table carefully
B. Do carry and “store stripping knives point down; never extend the knife
while it is being carried ' ,
C. Do use all hand tools only for their intended purposes ‘

. -
- . . ‘)u
. (V) d
=~ L4
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INFORMATION SHEET ‘ .

Id

D. Do not wave or throw objects, especially those that are heavy or have
pointed ends or edges such as T-squares, line gauges, plastic triangles, or
stripping knives |

i

E. Do notput any bbjects in your mouth
VI The do's and don'ts ,for handling chemicals properly

A. Do pour chemical into water, never water into the chemical

- B. . Do we.ar rubber gloves when handling chemicals
C. Do wear s;fety glasses when mixing or pouring chemicals
D. Do return chemicals to proper cabinet after use ..
. ) E. Do not mix or weigh chemicals in darlg;p\om unless strong ventilation is

present .

F. Do not mix solutions near eyes or face -

Y -

G. Do not place any containers on edges of counters

H. Do notuse any unmarked containers

“VII.  Colors and designations of the safety colat code
-~

A. Green--Designates location of safety and first aid equipment

B. VYellow-Designates caution <
Examples: Operating levers, handles, areas where tripping.would be
1 hazardous ,

C. Orange--Designates dangerous parts of equipment which may cut, crush,
shock, or otherwise injure

?xamples: Electrical switches, fuses, electrical power boxes, movable ,
guards

D. Red--Designates location of fire fighting equipment
Examples: Emergency fire éxits, fire extinguishers
’

7 TE

Blue--Designates caution against starting equipment while it is being worked
on or use of defective equipment :

F.  Ivory--Highlights an area that might otherwise not be moticed
Examples: Edges of tools, vise jaws, iabel edges
-
3 )
Lo ) .
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INFORMATION SHEET

VHI. Classes of fires (Transparency 3)
. A. Class A-Fires of ordirary combustible materials
\ - ~
Example: Wood, rags and paper

B. Class B--Fires from-flammable quuid;

Example: Blanket wash, gasoline, oil, grease
. C. Class C--Fires in or near electrical equipment
Example: *  Motors, switches, electrical wiring

\
D. Class D--Fires that occur with combustible metals

. \‘_, Example:

- Magnesium _ 7
A. Multi-purpose dry chemical ’
1) Selected dry chemicals ur;der pressure
2) Can be used safely on all classes of fires
Ordinary dry chemical .
1) . Selected dry chemicals under pressure

.

) Used only fer class B and cias C firc;s
[
1) A solution of aluminum sulfate
2) Used for class A"and class B fires
Carbon dioxide

1) Carbon dipxide gas under pressure

"Soda acid .
1) Bicarbonate of soda and sulphuric acid

2) Canbe safely used only on class A fires

S

2} - Used for-class B-and elass G fires——- e

s

IX. _ Types of fire extinguishers and their characteristics (Transparency 3)- -




INFORM}I’ION SHEET

Steps to be taken in case of an accidght , l

Turn off power ' . ’

a 1

Administer first aid
Report all accidents and injuries to the instructor no matter how' minor

Notify principal immediately

Take injured person to hospital emergency room
’ ‘ y hd . ’ 1
Noatify parents - - : :

- Have instructor fill out accident feport
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Line Gaug‘es

Plastic Triangles
P 4 B . ﬁ -
Ve : Stripping Knif%'
R'epri’nted ‘from Graphic Reproduction, Copyright 1980 by William P. Spence and David G.

" Vequist. Used with permission of the publisher Bennett Publishing Company, Peoria, IL
,61615. All rights reserved. . . -
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o Classes of Flm Fire Extinguishers
- and Their Uses

CLASS OF FIRE APPROVED TYPE OF EXTINGUISHER

. DECIDE THE ...THEN FOAM CARBON SODA MULTI- ORDINARY
CLASS OF CHESD’;;?E Solution of DIOXIDE ACID . B%QPOSE ggEYMIC L
) FIRE YOU ARE COL Carbon Bicarbonat A
‘|  FIGHTING..  TOTHE g‘,‘;‘,’;;‘e":nd Diowge | of acoonate | cHEMICAL
.?:‘GAH[T (E:ss Bicarbonate of | Gas Under | Solution
c Soda Pressure  [*end Sul-
phuric Acid

CLASS A FIRES ' T
A USE THESE .
EXTINGUISHERS .
ORDINARY
‘ COMBUSTILES

wooD

PAPER
. . CLOTH

ETC.

CLASS B FIRES

E USE THESE
EXTINGUISHERS

i N . FLAMMABLE
: LIQUIDS
GREASE
GASOLINE
KETTLE FIRES

CLASS C FIRES
USE THESE
EXTINGUISHERS

ELECTRICAL

EQUIPMENT

« MOTORS ]
SWITCHES ®
- ETC. ;

(@a]]

IMPORTANT! USING THE WRONG TYPE EXTINGUISHER FOR THE CLASS OF FIRE MAY BE DANGEROUS

. Courtesy of NATIONAL INSTITUTE FOR OCCUPATIONAL SAFETY AND HEALTH

. ) ’ ™ 3
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& SHOP SAFETY
‘ : UNIT I

ASSIGNMENT SHEET #1--DESCRIBE THE STEPS TO BE TAKEN )
IN GIVEN ACCIDENT SITUATIONS ; -

1A A student is cuttmq a window in a flat with a strippina knife and accidently slashes
his finger. Describe the steps that should be taken immediately following the accident. '

2. A f|re starts in the electrical wiring in the shop. Describe the ass of fire and the
correct fire extinguisher(s) to use to put the fire out. . !

\ v ' . \

3. A student's bracelet gets caught in the press while the press ls operating. What should
be done?

b




SHOP SAFETY
= UNIT I

ANSWERS TO.ASSIGNMENT SHEET #1

1. Answer should inblude’the following:
> a.  Administer first aid
| b. Rpport accident to the instructor
‘ Notify principal immediately ‘
Take injured person to hospital emergency room

e. Notify.pafents

f.  Have instructor fill out acci\dent report form
2. Ar;swer\should include the following:

a. The fireisclass C

b. The fire extinguisher: either multi-purpose, ordinary dry chemical, or carbon
dioxide

3. Evaluated to the satisfaction of the instructor




SHOP SAFETY
TUNIT I

NAME .
TEST
1. Match thegerms on the right with the correct definitions.

a. Immediate, temporar care given an accident 1. Safety
victim until services of a physician can be obtained

b. State or.cl?nditi_or_\ of being safe and free from 2+ Accident
danger. risk, or injury 3.  First aid
c. Any sudden, unintentional event which causes
personal injury or damage K

2. Select true statements concerning the proper safety rules to be practiced in the shop
by placing an "X" in the appropriate blanks.

a. Use tools and equipment only Yor their intended purpose

b. Turn on the press as soon as you arrive at the shop

c. Clean up spilled liquids at the end of the day
d. Remove all metal jewelry when operating rotating equipment
v e. Clean the press and power equipment while they are operating

f. Horseplay is permitted in the classroom but not in the shop

g. Report any unsafe condition in the shop immediately

3. »’Complete the following sentences by placing the words on the right in the ‘cor-

rect spaces. -
a. Arrange all and equipment to permit Floors
. safe and efficient operation. )
y : . . Materials
b. Keep and supplies safely stacked and .
stored. : "Cleanup
c. Keep all and accessories in cabinets or Machinery
tool racks. .
L Tools
d. Dispose of or store all materials in
‘ safe containers. - ] Housekeeping
e. Keep all clean and free of debris at Combustible
all times. ,
f. Check that adequate equipment and

cleaning materials are on hand to insure that maximum
cleaning efficiency can be maintained.

~

g. Participate in daily periods.

6 -~
L4
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4. Identify the basic hand tools pictured beldw.
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IS

b

. Select true statements concerning the do's and don'ts for using basic hand tools propgt-
ly by placing an “X" in the appropriate blanks. .

a. It is not proper to‘put any objects in your mouth

b. It is proper to carry and store Mripping knives point down

c. It is proper to wave or throw objects, except those that are heavy or have
pomted ends or edges

d. It is not proper to extend a kmfe whlle it is being carned -

. Select true-statements concerning the do s and dont's of handlmg chemicals properly
by placing an "X" in the appropriate blanks.

a. It is proper to pour water into the chemical instead of chemical into water
b. Itis proper to wear rubber gloves when handling chemicals -

c. It is proper to mix solutions near theeyes and face so that measuréﬁtents can
be seen

d. It is proper to place containers on edges of counters so that they are readl
accessible

e. It is not proper to mix or weigh chemicais in darkroom unless strong ventila-
tion is present .

Match the colors of the safety color code on the right with their correct designations,

a. Designates location of safety and first aid equip- 1. Red -
ment
2. Blue
b. Designates caution
: 3. Orange
c. Designates dangerous parts of equipment which
may cut, crush, shock, or otherwise injure 4. Ivory
d. Designates location of fire fighting equipment 5. Green‘
‘ 6. Yellow

e. Desjgnates caution against starting equipment
whije it is being worked on or use of defectwe
dt;ulpment

f. Highlights an area that might otherwise not be
noticed

a




\

. Match the clagses of fires on the right with the correct definitions.
- <

i

a. Fires that occur with flammable liquids " 1. Class A
» » b. Fires that occur with ordinary combustible materi- 2. Class B
als . ’
3. ClassC
c)Fires that occur in ‘or near electrical equipment 4

. Class D
d. Fires that occur with combustible metals .

Match the types of fire extinguishersson the right with their characteristics.

_____a.‘ 1) Selectled dry chemicgls under pressure 1. Carbon diO’(ﬁg
2) Can be used safely on all classes o; fires 2 c“idrl:lltclh‘:;r:ﬂ:%sle
____b. 1) Selected dry chemicals under pressure 3. Foam ‘
2) Used only for class B and class C fires 4. Sodaacid
S e 1A solution of aluminum sulfate 5. Ordinary; dry
. & _ ’ chemical
2) Used for class A and class B fires
_____d. 1) Carbondioxide gas under pressure
2 Use;i for class B and class C fires
_____e. 1) Bicarbonate of soda and sulphuric acid
2) Can be safely used only on class A fires
.~ List the general steps to be taken in case of an accident. 1

. ¥
4




¥
11, Describe the steps to be taken in given accident situations.

(NOTE If this activity has not been accomplished prior to the test, ask your unstructor
when it should be completed.)

t

"




10.

1.

a.
b.
¢.  Stripping knife
d.
e.

. SHOP SAFETY
UNIT I

P ANSWERS TO TEST

4

3 ' %

a,dg

a. Machinery

b. Materials

c. Tools

d. Combustible L
e. Floors -

f.  Housekeeping =

g. Cleanup

Opaquing brush
Magnifier
Proportion wheel
Ink knife

T-square
Line gauges

- oQa -

Plastic triangles
Tape dispenser

a,b,d

(=2
(5 ]
-

)

pow
-0 QO
Xy

ocoocwo
N O PW=N WOM

~

Pan oo
X

Turn off power -

Administer first aid . ]
Report all accidents and injuries to the instructor no matter'how minor
Notify principal immediately )
Notify principal immediately

Notify parents

'Have instructor fill out accident report

e *panow

. ! . . .
*Evaluated to the satisfaction of the instructor




SHOP ORGANIZATION R
S UNIT I e

UNIT OBJECTIVE

After completion of this unit, the student should be able to match job titles with correct job
descriptions, arrange in sequence the production steps of a typjcal printing job, and select
trué statements concerning personnel control in a school shop organization. The student
should also be able to make an organizational chart of a school shop and complete job
tickets. This knowledge will be evidenced by correctly performing the procedures outlined
in the assignment sheets and by scoring 85 percent on the unit test.

-

- SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:
1. Name four main concerns of successful plant management. - ) L
; 2. Match job titles with descriptions of job duties. .
3. Arrange in proper sequence the production steps of a typical printing job.
4. List items essentie;l to proper job production control. ‘
5. Arrangein proper sequence the steps for initiating a printing job.

6. Select true statements concerning personnel control in a school shop organi-
zation. .

7. Make an organizational chart of a school shop. -

8. Complete job tickets. ‘ -
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SHOP ORGANIZATION

' ' o UNIT 111
SUGGESTED ACTIVITIES /,,.4

I.  Provide student with abjective sheet.

ot

Il.  Provide student with information and assignment sheets.

.o (1. Make transparencies. ' ,\
tv. Discuss unit and specific objectives. \
V.  Discuss information and as.signment sheets. ' \
VI. Take field trips to different types of shops so that students may see ‘dilfferent \
. organizational structures. . A X .
VII. Distribute samples of job tickets and let students practice completing them.
VIIl.  Give test. b

INSTRUCTIONAL MATERIALS

" ~ I. Included in this unit: . . \
] ' ~

A. Obijective sheet ‘
B. Information sheets \ .
C. Transparency.masters ’
1. TM 1--Production Flow Chart
2. T™ 5--Essential Items in Job Production Control ( '
o 3. TM 3--Essential Items in Job Production Control (continued)
‘ 4. TM 4--Essential ltems in Job Production Control (continued)
5. TM 5-Material Job Flow File \ .

6. TM 6--Sample Organizational Chart of a School Shop

1. Assignment Sheet #1-Make an Organizational Chart of a School

! ' ' D. Assignment sheets .
?
|
| Shop

2. Assignment Sheet #2--Complete Job Tickets

T oq
AP §




s

E. Answers to aésignmqnt sheets . I

L

;e F. Test ' ‘ P : )
G. Answers to test
. References

A. ‘Cogoli, John E., Photo-Offset Fundamentals. Bloomingtbn, i 6170L1:
McKnight Publishing Co., 1980. ’ '

B. Spence, Dr. Wm. D., and Vequist, Dr. Dav{d‘ G. Graphic Reproduction. )
. -Peoria, IL 61615: Chas. A. Bennett, Co. Inc., 1980.
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& SHOP OSSIANIZATION
TLIII
s -
} INFORMATION SHEET ‘
I Four main corrcerns of successful plant ma‘naéement L.
. A. Safety v , ' .
" B. Cleanliness ) A
. C. Effic‘renc;l of operation ' \ .
D. Profit ’
(NOTE: Keep in mind that wasted materials cost money.)
I1.  Job titles and descriptions of duties |
. , ’ A. Manager--Organizes and supervises produetien in the shop or plant )
| (NOTE: This roIe may also Ie;t‘ll‘g;perwsor owner, superintendent, or

foreman.)

7
Sales ﬁersonnel -Contacts customer ‘and |n|t|ates job order through customet

A . .
i C. Estrmator -Estimates the totaI cost ofa printingjob -+ - .
D. Copywrrters--Write the copy for brochures or advertising cempa
E. \ayout and design personnel-- -Design the layout for ‘the printirij@fjob

F. Photograp er -Provides photogr‘aphs and specnal photographrc illustra--
s for jobs .

G Artists--Provide spech |Ill$trat|ons for printing jobs .
7

H. Mark -up’ personnel--Mark the type style and snze designations for printing
1obs .

a
+

« h Composntors Compose or set type accordmg to mark -up specifications

J.  Paste-up personnel Put the components of the job onto the;ompleted
paste-up

v

¢
-

K. Proofreaders -Read the proofs at various stages of production to make
. sure there are no mistakes

.
-~

L. Camera operators--Provide the film negative of the printing job
. (NOTE: Camera operators also make proofs.)

v ¢ b
L)




INFORMATION SHEET
N

M. Strippers-Tape the negatives in their proper place on the printing mask or
flat
Ny Platewakers--Expose thé"plate and develop it so it is ready for the press
e (NOTE : Platemakers also proof materials.) L

0. ' Press operators--Prepare press for operation and run the finished plate on the
press {

P.' Feeder and helper--Help press operator load paper. table and unload delivery
‘ table ‘ )

Q. Bin_dei'y personnel--Charged with bindery work, such as collating, folding,
and stitching ‘ , J .

R. Filing personnel-File flats and plates in customer job files *

S. Billing personnel--Make out invoices and bill customers for completed
work

T. Teacher--Instructs students in various offset printing job skills
v , : . e
=7 I Sequence of production steps of a typical printing job (Transparency 1)

A. Sales and estimate

»
B. Job order
AY . \
C. .Copywriter
D. Layout ‘ :
®  Mark-up ) ‘ i l
- + . »
F. Composition . \
L]

G. Proofreading
H. Pastewb /

/
I. Proofread ing/ :

-~

» J. Camera

K. Stripping .

L. Pre-press proofing
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. INFORMATION SHEET
M. Platemaking ; .
N. Press
O. Bindery —- ’
i
! P. Shipping
- " 0. Billing . .

Iv. Essential items to proper job production control (Transparencies 5, 3, and 4)
A. Job order o

B." Log book with job numbers - | -

C. Color code tag for production board

. X
- D. \%ﬁfied job material folder (or envelope)
v E. Profuction board )

. V. Proper sequence for initiating a printing job
A. Xrll out the complete job order form
/
B.  Enter jgb in log book and assign. numbet ]

C. Fill oyt color code tag for production boarg

Al

(NOTE: The production board is an example; some organizations may use _*
a different system.)

D. Mark material folder, insert job order and job'material

J
“(NOTE: Be sure all material is complete and note specialty items needed
forajob.) , .

E. Put folder in proper station of material job flow file (Transparency 5)

v

*

F.  Put color code tag on production board

PO VI, Personnel control in a school shop organization (Trénsparency 6)
‘,

A. _Instructor--Responsible to school administration
= L) L
B. Instructor's aide--Responsible to instructor and administration
- . ) . - ‘“ » . -
C. Shop supervisor (studeht)’-Responsnble to aide, Instructor, #¥ministration

¢

.




INFORMATION SHEET

D. Assistant shop supervisor (student)--Responsible to shop supervisor, aide,
instructor, administration

. -’ . . .
) E. Crew chiefs (students)-Responsible to shop supervisor, assistant, aide,
instructor, admini§tration :

-

Students--Responsible to crew chijefs, shop supetvisor, assistant, aide, instruc-

tor and administration . R

(NOTE: Work and clean-up station assignments are rotated periodically
so that each student has an opportunity to work at each station in the

éhop.)

¢




 Production Flow Chart
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Essential Items.

- Job Production Control

. GRAPHICS DIVISION

Approved by
Fy N IDale Received iVDl e Comp
o e onre [ome i e |
OIVISION OROLRED BY ‘;\)"gmzvm :;‘E'SES’.‘VO"
s orron f R ey o]
[Phooks o DELven' INVOKE TO ) o
PECVER TU 1t afimrent bom abover
SPECIAL INSTAUCTIONS - ~ . ]
DUANTITY ; TRIM SIZE I GRAIN D ;rxscmrvnon B
' I l \
I\
e oSO Wi sumy SO nme:;‘s’ COMPREMENSIVE * CAMERA READY *~ WK SWATCH
.
§ o ".‘Sfm‘ D oseerse QLN * KIND OF PAPER WSTRUCTONS
g L . . ’ . . . - I R S —
L . R e
N : ! ! i [ t
] omoemDrAw cost Pnz meoumesy | ] ADERED FAOM T cost Pu__rg REQUINED)
o . | PRESS ) RN
e
. : : e B
: [oourosima " b . R q;;f I
. SEPARATIONS [N |
o ., [ LA _ . ] cmeanve anT Ao MeCHANCALS
SETS wsTAuCTIdNS [9PECIAL INSTRUCTIONS
. 3 oy omiTER Jevomsion ] .
T PAINTER PAGOFREADS ovsion ] v
. s DELIVER O DIVISION PANTNG
[osrosivion o Fomes O TAPES  wob L okstRor ]
QUALITY DESINED ORDINARY EXCELLENT BLUELINES LOOSE SPECIAL INSTRUCTIONS
[Puaes " o Tsue_ mvee torasums [ coonwévs T T ~
! NO SQE TveE, TOTAL BURNS CHAOMALINS
[STawemc " wewrats §'v&o.~c\uv§ - TRANGKEYS -
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Fleoer. macx emocess  watce eus _Imsor  mack  emocess  watow
VARNISH TYPE OTHER . VAREN TVPE
PRESS NO PRESS NO
(1S5 55 w1 owm sw T e s s Wi wmsw 0 T T
i SPECIAL WSTRUCTIONS o ’[ " SAVE PLATES  KILU PLATES| SPECIAL INBTRUCTIONS SAVE PLATES  KNLPLATES
| _ PRESS COUNT ) . ansscw_g ]
PROOS NG Poass Propt te Cutiemer Press Sneel 10 Custemer Customer Wi Can 190 Ok Sneet No Prowi Requved
CUT AFTER PRINTING Cover 0 ' BNO PERFECT mASTIC WinE [OrE CuT
a0 v weets pe oot TAMMING INS TRUCTIONS P
i [
_ HAND GATMER INSEAT MR, B RE— >
L .
- - suT_ " reacomaTe|  cutTen THAEE KNFE
T4 40 oF PAATS OB siATLRES FOR BRIE OSLVBAY SCHOBUAE | e va_ AETURN TO OIVIBION
[ v _ swonc . et g e ]l [T oomteex 7T ATeworme
SHm WaP HAND WRas o Dundie 44 us S ‘:.0:"
g_,,‘?‘ _ Lol - e Ay R _ MHOT0S
| __canvom por carton 4 - CUSTOMERPONE  §  Dhsto custowen
s TuanG s - STOCK
ok or swa SULL— SAMPLES FOR
[To7aL Fimaren wieces i R
COMPORITION [ MaTEmACS s ]
LA s MATERIALS s 1
foursioe wom s MACHING TME & LASOR 8 )
[Tora s TOTaL s - -
COST STATEMENT AFFIMMATIVE AC TION CLEAmMNG HOUSE  roTal Jos s ] B

Sample Job Order Form
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Essential ltems
n
- Job Production Control

(Continued)

}

Log Book

o
(Kl
I

Job Material Folder

™3




Essential Items in Job Production Control
~ (Continued) |

Composition Proof Camera Plate Press Bindery
Paste-Up )

© 00 DOV
©© 0 °0 DD

Yellow

~ Production Board

0
Log N6.

Customer

Date Rec'd .
Job |.D.

Quantity_______

Due Date

Colored Index Tag
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Material Job Flow File
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Plate o
Camera
Proof
Composition
{ "~ Paste-Up
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Sample Organizational Chart of a School Shop -

Instructor
Instructor's Aide

Assistant Shop Supervisor Assistant
Shop Supervisor Job Order Desk Shop Supervisor
“————(Student) (Student)

——(Student)
|

Quick Copy Crew
Chief .
| Stutiient)

Bindery Crew Quick Copy Crew Stco(::;?(c))lm
. L]

Composition Paste-up Canrm*era"[‘)ark Stripping Platemaking Press Room

i Crew Chief Crew Chlef Crev(:oCh ief Crew Chief Crew Chief Crew Chief

Composition Paste-Up Camera L Platemaking Press Room

Stripping Crew .
Crew Crew Rarkroom Crew Crew Crew
(n)
- ;
= 3
(o)) o >
$ Q. U g




\ - SHOP ORGANIZATION \
> ' . UNIT 111

ASSIGNMENT SHEET#1-MAKE AN ORGANIZATIONAL CHART
OF A SCHOOL SHOP

. Directions: Usmq a block diagram, make an organizational chart showing all depart-
ments and work station assignments in a typical school printing shop.




SHOP ORGANIZATION
UNIT 1l

LN

ASSIGNMENT SHEET #2--COMPLETE JOB TICKETS

. - f
Directions: Using information provided by your instructor,

°

complete the two job tick-

L
ets below,
,
r . b}
(NQTE: The two job tickets are representative of types of job tickets found in printing
shops.) .
- P -
.
’
’ FY [Date Receved
Arie e
- - - 4___-E — -
< ORDERGO 8Y
mm.— h T - —— ——
s fooes e T T T e L CALL
, PROO?S TO R 0 omven 13w
- .
e i =3
N e MO8 soos | !
- 3 ¢
TTO0PY LT ANT ELEMBNTS L] COMPRGSNNVE L] CAMBAA AGAGY [T X SWATGH . .
. . NO [CUTTING
) *'OU"ASEL o ol Tous | P®| neTRUCTIONS P
= o
LX) - - ..
- e e e e
.y ¥ .
b OROENED FAOM CO8T__JoaTe neaumen] .
. ! PRESS
[amonny
oTven
D A »
amT CAEATIVE ART AND MEGHANICALS
A WSTRUC IONS jsrecuL meTRUCTIONS
——_— MEOWNCAS . IDELVERTOOVISON . PAATNG -
T e e L DMPOMTION OF FORME OR TAPES L. HOLD L. DEsTAGY
. T L Jovairy DESMEC ) browaAy O excaieny BLUELNES [ L1008 (1 aguaD [sPECiaL nsTRUCTIONS .
PATES ™ R e TOTAL Sunng Ocoonxers _« .
' w0 ¢ JOTAL BURNS. C1 CrmomaLns '
STRPPIG | WEw FLATS TG FATS . TRANGKEYS - .
* T MO PROOF REQUWED ‘
gleoer Twaor o mocess Twtor  me M o]weoe T macx T emocess -0 Bion O pus 1
. A TveE onwn N L1 vanagn Tvee omER
v Lo L . e PRESS MO .
, Lg_gv oWl W sw . 0 35 B W we W
4 ! SPECAL 16 TRUC TIONS I | SAVE MATES ] KNL PLATES| SPECIAL NSTRUCTIONS ]que PLATES (] KLU PLATES
. . R e i PRESSCOMNMT ] sEsscoulr
. PROCFAS__, Prose Prent to Cutiamer | Proms Showt 1 Custemer {1 Custames Woi Cal ie O oot L) o Prief Mogured -
CUT AP TER PRINTING. Coves . D 1 rEmFECY S masne T wine[oLur ’
ngude lo L 2 TRIMMING ING TRUCTIONS
’ roosa_ ] .
\ [COUATE  MACHNE  HAND GATHERINSERT R
ST " SADOLE soF . ©
N , [tae Ll cutrem ] emeExmre R -
. [TOTAL 8 OF PAATS 0n BemnaTURES FOR Semve " VA s »
L0 eaoe _ T T oum Twex A7 0 65 00 "4
- L) prmee wha» HAND-WhAP T] ues 2 comy - ..’ 4
[Coom e - o ™ s - ; .
b 0 camrom _ b awien N . Q A PICKUP PLATS N )
. Oruema L . * . sesT wav rooR” CustoneR ‘e %
” . ) De e . PULL — SAMPLES FOR '
TOTAL FONBNED PWCES - T - — ' -
COMPOMTION [ DR P s R
ar s _ Jwrenas "7 s - '
} * foursoe wom s o [MACHE Toee & Lason 3
LT - (Y Lisd/o- L L]
v QORT STATEMENT _ AFFIMMATIVE AC TION CLEARMNG HOUSE .. [roTac Jo8 3 ¢i
‘ B . .
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Aruitoxt provided by Eic:

P \
*
«
'
DATE RLCEIVED _— DATt DUE - DATE LHANGED T6 _ ____JOBNUMBER _____ |
DIVISION  _ - ORDEREL BY ___ .. .. PHONE _ . oo oo e
DESCRIPTION _ - e e .. DELIVER TO S S,
NUMBER OF
FRONT ONLY FRONT 8ACK _+ NUMBER OF PAGFS _ ____SIZE X _ _ COMPLETED COPIES
COVER STOCK N INK COLOR_ _ e
TEXT STOCK oL e _INK COLOR___ -
S CORRECTIONS FOR
ART wonﬂ STANDING ART STANDING ART ——_ NEW ART PASTE UP LAYOUT __
ST T s
MECHANICAL ___NUMBER OF COLORS ____BLUt LINE ____ PMT . MATERIAL
EXPLANATION . . - LABOR PN
. TOTAL ART
- - - e CHARGES
R —
LEOMPosITnON_J LEADING COLUMN WIDTH FONT STYLE OTHER S
e e Totl No of -
OPEHATOR o, UNITS n»cummq%__ 12 'MATERIALS ___ _ MATERIALS N
Total No f ! '
OPERATOR_  _ __UNITS C & T Full__ 12 B ____ LABOR o
Total No of . ' .
OPEHRATOR UNITS Playout  Full 12 . . o TOTAL s
{_CI\ME-R'AJ Nurnber of Line Shots No of Half Tones __ Number of Reverses OTHER __
NUMBER AND SIZE OF FILM __ i B
[sTRIPING] NuMBER AND SIZE OF Fium __ o N o
NAUMBER AND SIZE OF TYPE _ I e
b' ‘
PRESS PRESS _ . - RUNS 1 sd Ss ___FB ___WT WR sw
. RUNSOF X . _ RUNS OF X
. %
_  ._ RUNSOF _ __ o X o s RUNSOF X e
EXPLANATION, . - B e
P
Bmp_env!
B X For Press 3 Hule Upper Lett . __ . Rea |
¢ CUTTER PUNCH STITCH PAD
X For Press GBC Saddie . - NCR .
N .
X ___TomSue @ Other  _ . __ sf. . - SetsorPad___{$
FOLD __ X __ Perfect Bt Box Wirap ?__ Skid s o
Coltats ________Collate and Surch ____ Collate Stch and Fold __ . _______ Extra Stitch for Mad
Tabs ______ Fold Out Sheets __________ Progress Charts Notebook Other Material ___ I

No  Sherts, Teachers No Sheets Students

.

-
Wrapping Cost .

EXP:_ANATION

e . e
B »
- e e em .- - - e
MATERIALS .. - et e
- . .
Z
O B
R
TOTAL MATERIALS -~ s
TOTAL LABOR_ . .. U & S
TOTAL . DA s
N
' -
. A >
N “
P
. My
B , ’ [
- 4
LI , L 4
£} - ’
o .
. -
ol .
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% SHOP ORGANIZATION o
U I (

ANSWERS TO ASSIGNMENT SHEETS

Assignment Sheet #1 ! o

The answer should look like the schematic below:

v

Instructor

I .

~ Instructor's Aide

i
\' N Assistant Shop Supervisor Assistant
Shop Supervisor Job OrdeMBesk Shop Supervisor
——{Student)——— |Stquenn (Student)
- Quick Copy Crew
Chief
(S(ucliem;
Bindery Crew Quick Copy Crew Sg;;:r't:;m

>

~Composition Paste-up C“";“ Dark Stripping Platemaking Press Room
Crew Chuef Crew Chuet Cron Chuet Crew Chief Crew Chiet Crew Chief
Compo‘muon Paste-Up 4 Camera Platemaking Press Room
' Stripping Crew
Crew Crew Darkroom Crew Crew Crew

“ Assigr;ment Sheet #2

Evaluated to the satisfaction of the instructor

-




SHOP ORGANIZATION

UNIT Il

NAME

TEST

-

1. Name four main concerns of successful plant management.

a.

b- . ‘ ' . N pl ]

c. .

d.

2. Match the job titles on the right with the correct job description of duties.

»

a. Organizes and supervises production in 1. Artists
the shop or plant
_ ey e .. 5 . 2., Pasteu
b. Contacts customer and initiates job order personnel
throughrcustomer
J ‘3. Proofreaders.
c. Estimates the total cost of a pripting job 4. Compositors
d. Write the copy for brochures or advertising 5. Mark-up
campaigns personnel
e. Design the layput forthe psinting job 26. Photogrepherr -
} =

[ = f Provides phdtographs and- $pecial _photo- 7. Camera operators
graphic illustrations for jobs . .
8. Lachut and design
g. Provide special art and illustrations- for personnel
: printing jobs - . 9. Strippers
h. Me.lrk.the‘ type, style, and size designations for 10. Copywriters
printing jobs ‘

11. Platemakers
i. Compose or set type according to mark up N .

specifications ‘ , 12. Estimator

pel

. 3 .2 Put the componenis ofj the monto the? | 2 3 -
completed paste-up

k. Read the proofs at various stages of produc-
tion to make sure there are no mistakes ' -




I. Provide the film negative of the pfinting job

m. Tape the negatives in their proper place

————

on the printing mask or flat

n. Expose the plate and develop ft so it is
ready for the press

0. Prepare press for operation and ‘run the
” finished plate on the press

p. Help press operator load paper table and
unload delivery table -

g. Charged with bindery work,.sﬁch as collating,

folding, and stitching -
r. File flats and plates in customer job files

s. Make out invoices and bill customers for
completed work

t. Instructs students in various offset printing
job skills »

14,
15.
16.

17.
18.

19.

20.

13.

Press operators
Sales personnel
Manager

Bindery
personnel

Feacher
Filing
personnel

Billing
personnel

Feeder and
helper

3. Arrange in proper sequence the production steps of a typigal printing job.

a. Press

b. Stripping5

c. Proofreading

d. Sales and estimate

——

f. Bindery.

e —

1}

e. Billing ) o

g. Camera

h. Paste-hp

i. Composition %
j. Mark-up
o 'k Jobotder =~
il
LIRS ¢

I. Copywriter

———

m. Pre-prass proofing

\

T




n. Shipping

0. Layout

—___ Pp.-Platemaking

IR : Proofl:eading

List three items essential to proper job production control.

7
a. b

b.

C.

Arrange in proper sequence the steps for initiating a printing job.

a. Put color code tag on production board

b. Enter job in log book and assign number
—_—

c. Fill out color code 'tag for production board

d. Fill out complete job order form

e. Put folder in propey, station of material job flow file

n————

f. Mark material folder, insert job order and" material
13 ~

Select true statements concerning personnel control in a school shop organization by
placing an "X" in the appropriate blanks.

a. The instructor is responsible to the school administration

b. The shop supervisor is responsible only to the instructor

C. Assistant shop supervisor is ,responsible on’y to the shop supervisor J

{
d. Crew chiefs are responsible to the shop supervisor, assistant Supervisor, aides,
instructors and the administration

e. Students are responsible to _crew chiefs, supervisors, assistant supervisor,
aides, instructors, and the inistration

Make an organizational chart of a school shop.
Complete joﬁ tickets.

(NOTE: If these activities have not been completed prior to the test, ask your ir)struc-
tor when they should be completed.) ‘

i
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" SHOP ORGANIZATION

UNIT [l

ANSWERS TO TEST
a. Safer
b. Cleanliness .
c. Efficiency of operation  “s
d. Profit ‘
a. 15 f. 6 k. 3 p. 20
b. 14 g 1 . 7 qg. 16
c 12 h. 5 m. 9 r. 18
d 10 i 4 n.* 11 s. 19
e. 8 i 2 o, 13 t. 17
a. 14 .15 4 k2 | p. 13
b. 11 g. 10 l. 3 g. 70r9
c. 7o0r9 h. 8 m. 12 :
d 1 i. 6 n. 15
e. 17 i 5 o. 4
Any three of the following:
a. Joborder
b. Log book with job numbers
c. Color code tag for production board
d. ldentified job material folder *
e. Producti?n board 5
a. 6 o1
b. 2 e. 5
c. 3 f. 4
a,de . '
Evaluated to the satisfaction of the instructor(
Evaluated to the satisfaction of the instructor

4
]

»”\
¢
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PHOTO-OFFSET THEORY
UNIT IV ~

UNIT OBJECTIVE

After completion of this unit, the student should be able to match the five major printing
processes with the correct descriptions and select true statements concerning the basic
chemical principles of offset printing. The student should also be able to test the ink-water
principle on an offset plate. This knowledge will be evidenced by correctly performing the
procedures outlined in the job sheet and by scoring 85 percent on the unit test.

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:
1. Match terms related to basic photo-offset theory with the correct definitions.
2. Match the five major printing processes with the correct descriptions.
3. Select true statements concerning the basic offset printing process.
4. Name types of materials on which ;)rintiﬁg is done.
5. Select ter;\s synonymous with offset printing.
6. Select trije statements concerning the basic photo-offset process.

7. Demonstrate the ability to test the ink-water principle on an offset plate.

I




PHOTO-OFFSET THEORY
UNIT IV

SUGGESTED ACTIVITIES

Provide student with objective sheet.

Provide student with information sheet.
X 1

Make transparency.

Discuss unit and specific objectives.

Discuss information sheet.

Demonstrate and discuss the procedures outlined in the job sheet.

. b
Show a demonstration of the offset printing process: with a press operation.

An excellent booklet on rotogravure entitled "The Magic of Rotogravure" (by
Bill Hosokawa, 1971) is available from The Denver Post, Inc., 650 15th Street,
Degver, CO 80201, .

Give test.

INSTRUCTIONAL MATERIALS

4

Included in this unit:

A.

B
C.
D

E.
F.
References

A.

Objective sheet
Information sheet

Transparency Master 1--The Photo-Offset Process

l

Job Sheet #1-Test the Ink-Water Principle on an Offset Plate
Test -

Answers to test

\

Cogoli, John E., Photo-Offset Fundangentals. Bloomington, IL 61701:
McKnight Publishing Co., 1980. .- . l
Lithographers Manusl, Ed. Charles Shapiro. Pittsburgh, PA: Graphic Arts
Technical Foundation, 1968.
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PHOTO-OFFSET THEORY
UNIT IV

INFORMATION SHEET

Terms and definitions

A. Offset--Printed image is transferred, or offset, from a surfaced plate to a
rubber blanket cylinder and then to the paper surface

Plate--A thin sheet of paper, metal, or plastic which carries the chemically
treated image

s T s -

Image area-That part of the plate which carries the ink to print the image

Non-image area--That part of the plate which carries only water and remains
clean

Planographic--Printing from a flat surface in which image and non-image
areas are at same level
. ]
Blanket--A smooth rubber surface which transfers the image from the plate to
the sheet
. B L
Plate cylinder--That part of the press which holds the offset plate

Blanket ?ylinder--The part of an offset press which contains the rubber
blanket .

Impression cylinder-The part of the offset press which applies pressure for
. image transfer to the paper ‘E

Ink-water balance--The proper amounts of ink and water applied to a plate to ~———
produce a clear image

Mirror image-The backward or reverse image as it appears on the blanket




INFORMATION SHEET

1. Five major printing processes

A. Letterpress-Printing directly from raised letters, inked and pressed against
paper surface (Figure 1)

—

FIGURE 1  Letterpress printing

B. Rotogravure (Engraving)--Printing from an acid-etched ihage into surface of a
copper cylinder (Figure 2) - ,

¥

Image Etched
Below Surface

-

FIGURE 2 Rotogravure process

50
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INFORMATION SHEET .

C. Electrostatic--Printing from a plate whose surface coating is electrostatically
charged (Figure 3)

. Plate Surface +
Charging Element

Charged Plate Surface

FIGURE 3 The entire plate surface coating
) is electrostatically charged \

D. Screen process--P.rinting directly from a stencil through a finely woven screen
(Figure 4) e :

| D

t . -

XX
v

Ink '

R i Image

-

* Printed sheet
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INFORMATION SHEET

Offset printing--The process of printing from a flat gurface with the image and
non-image areas kept separated by chemistry (Figure 5)

Offset Plate
Nonprinting Area

Ink Rolla\r
Image

Water Roller o
{Dampener)

Blanket

Printed Sheet

. " Water on Rest of Area
Ink i ~

\ \Plate
FIGURE 5 Offset printittg . '

-

basic photo-offset process (Transparéncy 1)
The image may be drawn by Hand, typed, or "photographically prepared

The |mage area of the plate surface is chemically treated to accept ink and
" reject water

b4

The non- |mago area of the plate surface is chemically or mechamcally treated
to accept water and reject ink

During the press operation ink and water are both continually applied to the .
plate surface ¢

The image is right-reading on the surface of thb offset plate - ot “
The image is sransferred (or offset) from the plate to the blanket
. The image on the blanket is a mirror muge or wrong-reading
The blanket carries the |moge to the quntmg mateml

The printing (or impression) taku place as the sheet of paper passes between
the blanket cylinder and the impression cylinder




INFORM HE
~ !?0 ATION SHEET

The impression cylinder forces against the blariket to cause the image to be
printed on the sheet

A clear, clean image is produced by maintaining the proper ink-water balance
application to the plate

Materials on which printing is done
A. Paper -
Wood

B
C. Glass
D

Cloth
‘Metal

Rubber
Plastic
Leather

Terms synonymous with offset printing
Photo-offset
Lithography
Photo-lithography

. - Photo-offset Jitﬁography

Planographic printing
Offset aphy

Basic chemi nciples of offset printing

A. Offset printing can be done from a level surface plate because of a basic
chemical fact oil {or grease) and water will not easily mix

The main component (or vehicle) of most offset inks is heat-treated linseed
oil .

\ ’ " ]
In addition to the ink, which sticks to the image area, fountain solution
which is mostly water is applied to the plate to- keep the non-image area
clean
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The Photo-Offset Process -
. . L
i
ink Fountain
Offset Plate T
ater Fountain

Impres[sion _
Cylinder

°
¢
“ B
. -

, ', ' then.ﬁa'tjc drawihg of an .6ffset press. Printing’ )
" - progresses from plate, to blanket, to' paper . o

% °
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PHOTO-OFFSET THEORY <
" UNIT IV

+

JOB SHEET #1--TEST THE INK-WATER PRINCIE’LE ON
AN OFFSET PLATE . ‘

1 Tool and materials

A. Developed offset plate

£

B. Two cotton pads
N 1

C. Thimble-size portion of black ink
D

Clean work table

Al g

l b
b
Water bottle

«m

F. Clean-up solvents

G. ' Preservatives ‘! ‘

I. Procedure

A. Lay plafe on table with image up

B. Wet cotton pad and wipe plate clean
C R
- C. Apply small quahtity of ink to wet cofton pad i
D.

Rub platé tﬁoroughly with the inked, wet cotton pad g

E. Write down on a sheet«‘of paper wﬁat happened to the image area of the
- plate o .

F. Write down what happened to non-image area of plate -

G. Turn sheet in to instructor | '

H.  Clean and gum the plate

.
2 —
.

Return plate to ifstructor




PHOTO-OFFSET THEORY
. . UNIT IV

' NAME

N TEST

»
1. Match the terms on the right with the correct definitiong:

The ' part of the offset press whlch applies
pmure for image transfer to the. paper

The propcr amounts of ink and water applied
toa plate ‘to produce a clear image

. -k. The backward or reverse |mage as it appear's
} on the blanket

. ae & Printing directly from raised Iettm inked and
- pregsed agsinst paper surface
b Prlntin,g from :n acid etched image into
surface of a cdppek cylindér -

%
.

or: -

2. Prihted image is transferred, or offset, from a 1
"7 surfacéd plate to a rubber blanket cylinder
and then to the paper surface . R 2.
p. A thin sheet of paper, metal, or plastlc
which carries the chemically treated _image 3.
c. That part of the plate which carries the‘ 4
. ink to print the image " B,
. d. That part 6? the plate  which carrles only
water and remgains clean " ) 6
e. Printing from a flat surface in whlgh image 7.
. and non-image areas are at same level .-
‘ f A -Smodth fubber surfacs which traisfers  ©
' thei lmage from the plate to the sheet ,
/ g. That part of ‘the press which holds the offset 9
plate )
. 10.
h. The port"of an offset press which contains the
i rubber blanket 1 o
11.

p .
2 Mlmh the five major prfnting processu on tl?e right with correct descnptnons

1.

2.

. Impression .

. Plate a

Image
area !

Offset

Planographic

Mirror-
image _

.. Bfanket

Ink-water

- balance -~

cylinder

Plate
cyl mder

Nonfjmage A ’
area | . .

1
1
1

Blanket cylinder

Screen
process

Offset
printing .
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c. Printing from a plate whose surface coating is 3. Letter-
. sfectrostatically charg - - =  press - S L

¢ 1
= d. Printing directly from ‘a: stencil _through
a finely woven screen 5. Rotogravure

4. Electrostatic

=y x ? -
e. The process of printing from a flat surface
- with the ifmage and non-image areas kept ..
I separated by chemistry ~ * = S - ..

3. Select true statements concerning the basic photo-offset process by placing an X" ..
in the appropriate blanks.

a. The image may be drawn by hand, typed, or photographically prepared

b. The image area of the p)ate surface is chemically treated to accept |nk and

. o re]%:t water vy ‘; - YW, =,
’ c¢. During the press operatlon lnl(; and water are alternatew appliéﬂ to”plate sur- ., °
e
face \
R . GeThe image is wrong-reading on the surface of the offset plate
e, The image is transferred from the plate to the blanket
R The image on the blaxugt is ngﬁt t:e;dnng . .. . i
. s »4 R
‘ : g The blanket carries the ) |mage to th? pruntlﬁﬂ nﬁterlal‘ ? = I -
\ h. The printing takes place as the sheet of paper passes between the blanket
' o cylinder and the impression cylinder
\ ,
\ i.. The impression cylinder forces against the blanket to cat’se the image to be
v printed on the sheet
\
*\ A cleer clear image is pngiaced by ma;nt;gmng the proper ink-watet, balance
Lo application to the plate !
! . ) ~ { =
4. Name six tvpes of material on which printing is done.
. ] ¢
Toe 2 TOomOTORT TR L s 2T ¥
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. Select terths svnonymous with offset prlnklng by placing an "X" in the appropriate
blanks.

_____a. Planographic pvf(’;\)ﬂhg

___ _b. Photo-lithography
¢ Rotogravure ;;rinting '
- d. Offset Ilthography

. Select true statements concerning the basic chemical principles.of offset printing by .
-placing an "X" in the appropriate blanks.

a. The main component of most offset inks is heat-treated linseed oil

b. Offset printing can be done fro surface plate because of the basic

t:hemwal f}act that onl and water easl

=.

e

c. In addmon to the ink, whlch sticks to the image area, fountain solution
which is mostly water is applied to the plate to keep the non-image area
clean .

Demonstrate the ability to test the ink-water principle on an offset plate. )
(NOTE If this activity has not been eccompllshed prlor to the test1 ‘ask your mstructor
when it should be completed.) ‘ TV\ ;

. » ’ - < _ll
€ - - - ¥
i
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. Any six of the following:

-

PHOTO-OFFSET THEORY
UNIT IV

ANSWERS TO TEST

~NO = OO,
-

oo
LW
(14
AN —
N

a,b,egh,i,j

[

a. Paper o
b. Wood . .
c. Glass
d. Cloth
e. Metal

f.  Rubber
g.- Plastic
h. Leather
JI

b, d a
ac
Performance skills evaluated to the satisfaction of the instructor

/
[




LEGAL RESTRICTIONS
UNIT V ?

UNIT OBJECTIVE
»

| After completion of this unit, the stufient should be able to name the three elements of the
T U copyright notice and state the procedure for obtaining permission to reproduce copyright
‘ material. The student should dlso be able to request copyright release and determine local
“ \ printing trade customs. This knowledge will be evidenced by corfectly performing the
“‘ | procedures outlined in the assignment sheets .and by scor,irgg 85 percent on the unit test.

“‘ ey R

: \ : : . ' SPECIFIC OBJECTIVES
o 5 '
. @“E \ . After completion of this unit, the student should be able to:

/

1. Match terms related to legal restrictions with the correct definitions.

4- Nafne the three ,,Elements of a copyright notice.
\

A

3. Select true statements concerning the U.S. copyright law. -
4. Select true statements concerning the four tests for judging the "fair uset of -
copyrighted material. :

5. Select true statements cancerning provisions for the use of photographs of people
= for-advertising purposes.

[

) ’ -
6. State the procedure for gbtaining permission to reproduce copyrighted material.

S

7. Setect items not eligible for copyr“ight.
| ’ 8. Select items that may b\e_copyrighted.
- o , 9. Select true statementg concerning printi.r‘lg trade customs.
. ' \ JE‘10. Request copyrigh‘i reiease."‘

Determine local printing trade customs
’

-




LEGAL RESTRICTIONS

UNITV
- SUGGESTED ACTIVITIES
N )
1. Provide student with objective sheet. '
I Provide student with information and assignment sheets. ¢ «
Ml Discuss unit and specific objectives. /
. IV.. Discuss in-forma_tion and assignment sheets. ' ' o
X \)/. If possi_ble, a guest speaker representing the Treasury Department could diicuss
the topic of counterfeiting. _ ! )
VI. Have students find examples of libel and slander, or obtain them and ‘show
N dents. - -

VIL > Wite to\d.S. Copyright Office (Register of Copyrights, Library of Congréés,
" fNashington, D.C. 20559) and obtain current” copyright information. Circu-
IQrs 1, 3,5, and 60 should be requested. - «

. ) 1
. !

VI,  Givetest. ' .

INSTRUCTIONAL MATERIALS

i

. .1néluded in'this ynit':

A. bbiective sheet . ‘ s-
B. - Information stleet -‘ N s
C. Assignment sheets 7
1. Asigpment Speet #1--Reqt;est Copyright Release . . \.
- - ! ’

2. Assignment Sheet #2-Determing Locgl Printing Trade Customs
D. Test - - ! , S

E. _Answers to test

-

) i Refereqces: .

A. Cogoli, dohn E. Photo-Offsst : Fundamentals. Bloomington, 1L &1701:
 McKnight Publishing Co., 1980. » I S

B. Sance, Dr. Wm. P., and Vequist, Dr. David G. Graphic Reproduction.
Peoria, IL 81615; Chas. A.'Bennett Co., Inc., 1980. '
) - . L Y "

ok

. B
- N «




- .

C. Guide to Copynght New Law, New Directions. Washington, D.C. 20036:

Assocjation for Educ® Cmand Tech, and National Audio-Visual Associ-
ation, ]977. ‘

\ D. The Lithographers Manual, ed. Charles Shapiro. 4th ed. Pittsbargh: The
Graphic Arts Technical Foundation, Inc., 1968. -
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LEGAL RESTRICTIONS .
UNIT V

INFORMATION SHEET

A. Copyright-Fokm of protection given by law to authors of literary, dramatic,
musical, artistié, and other Similar works :

B. Counterfeiting-Tp make an imitation or copy of & genuine article with
\ the intertt to decelve

C. Common-law literaty property--Unpublished maps, books, photographs, -
and other works protected by state laws against copying
. D. Fair use-A limitation the exc uswir ights of copyright'owners .

E. Libel--A written orS oral\statement that conveys an unjustly unfavorable
impression

(NOTE: Libelous statements are usually written and intended to éxpose
one to public contempt.) \ ) . .

o F. ‘Slander--A false ;ngggfamatory ‘oral statement about a person
' ) G. Pornography -Writing or illustratiors consndered obscene
X - I, . Three elements of corynght notice - - - - \ - \
A. The word "copyright", the abbreviation "copr.," or the symbol © d
B. The name of the copyright owner
' ‘ C. The year of publication
L The U. S. copyright law ’
4 A. A new copyright aw went into effect on January 4\ 1978

B. Under the old law a copyright was good for 28 years and could be renewed

for another 28 years,
' C. Copyrughts first obtained under the old Iaw may be renewed for 47 years
‘ and/or a maximum of 75 years >
D. Work copyrighted after January 1,1978i is protected for the author's Infetlme
_ plus 60 years . ‘ .
e IV.  Four tests for |udg"|ng the "fair use" of copyrighted material
‘ - A. The’purpose and character of th-&'t_nse * ‘
? ° - " R ) Examples; The use for profit, for edUcatioonaI nurpo;ei o




( : ” . \

INFORMATION SHEET . - -

. B. Thenature of the copyrighte‘i‘l works
C. The amount of material used in relation to the total material
D. The effect of the use on the commercial market valué of the material
V. Provisions for using photographs of people for advertising purposes
A. Written permission mx.;st be obtaineg.if faces are recognizable

B. In using pictures of chlldren' (minors) written permission of legal guardian
must be obtained ‘ :

C. Failure to obtain written permission may result in clalm of invasion of
\ privacy and demand for payment ¢

Vi. Prdcedure for obtaining permiésion to reproduce.copyrighted material
A Determine gwnevf copyright \

B.  Explain specific material to'be used andto what extent ' ~ Y
! v

C. Explairf purpose of copying material ‘ _ .

- Examples: For sale, for classroom work ‘
er . L D. [f in doubt about copyrlght Mﬂr as well as pubhsher oi’matenal should be .
- + contacted ] = g \ =
i - A:t E. If owne-rJ; permus:suon is obtained, copied Wld carry a courtesy  ° !
or credit line so the source of material is acknowiédged . —
1 ﬁ Vil ftems not eligible f;r copyright L. .
; Names \ \ v )
B. Titles \
i/ C. Slogans - )
%\ D. Familiar symbols (. ~
- E. _ Familiar designs | ) : \
’ . F. Timecards ‘ _ .
- G. Account books .‘ : - .
" H.  Calendars o . : ‘ '
I Rulers -
3. SportiPevent schedules
K. Graph pgper . .

R T L. e bl oo e .- - . .- - . R
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. - o T INFORMATION SHEET
® o (
- VIil:  ~items that may be copynghted .
A Bo})ks
‘ hig / o . : - R & = -
B. Broshures - .
' \ ) ? C. Catalogs ,
D, Leaflets ‘
‘ E. Part)phlets .
,F.  Greeting cards - . . j
G. Single pages ) ‘
. ‘ H. NéWsdépers' o N
’ . S Magﬁzines— ’
, Jo Maps: o,/
K. Drawings .o \ - -
' ; |
. - t)
‘ . - » E Eatntnngs' ' . . ’ . - q
M. Photographs
Ry ‘ ' ’ ,
o ' “ N.  Musical compositions . ‘ ) s
N 0. Labels - - - \
"\ - !
) : ‘ P. - Film strips
? A}
> . Q. Motion pictures : . ——e
S % IX. Printing trade customs g -
- AA. Orders--Regular orders cannot Be cancelled unless an agreement to cover
. ' printer's loss has been madé”® & - : .
: B.  Experimental work-Experimental work will carry a charge
‘- Co. Examples: Sketches, dratfvian, composition plates ” -
-;,i\ T C. Sketches, dummies, negatives, and plates-Remain excluswe property of
Ly ) ‘\' Y printer unless otherwise agreed to in'writing
. N \ -
' D. Altnratlon&-Changes mado by customer wnll carry an addltional charge
' LB Approval of proofS——aner not: responsublg\for e}rort if work is completed

M L wnth customor s \pprovtl




INFORMATION SHEET | .

. . F.  Press proofs-- An extra charge will be mgde if a delay on\ the press results
from awaiting customer s approval of press proofs
' G. Color proofing- Because of differences in equipment and conditions, a* >

-reasonable variation in color between color proofs and\completed job v

shallconstntute an acceptable delivery ' -

‘
H. Quantities--Overruns or underruns of up to 10% shall constltute an accept-
(/ able dellvery excess or deficiency shall be charged or credlted to customer
]
. ~ I, Customer's property--Customer shall be charged for handhdg and storing

own paper stoc‘or printed matter heId over thirty days; all pr*operty stored
atcustomer's ris

J.  Delivery- Unless otherwise specified, price quoted in single shrpment F.0.B.
customer's local place of- business; estimates based on contmuous and .
1 - uninterrupted delwery of completed order

. K. Terms-Net cash th|rty days unless otherwise specrfled claims to be'made
. within five days of receipt of goods ‘
\ .
y L. .Delays in dehvery--All agreements, contmgent upon fires, strlkes accldents |
. wars, floods, or other causes beyond prrnter s control - :

1

i

azs

= - = = M. Paper stock furnished by customer--All paper stock shall be properly packed,
free of dirt, tears, and of proper specifications; if not, dela\ys in production
7 . shall be charged to customer ‘x .
% (NOTE: The above customs are examples of what one may obserl e in the ‘

printing trade; c\fferent printers may add to or amend the custome)
. .|




G

LEGAL RESTRICTIONS

v ) UNIT V" . N

™ »

ASSIGNMENT SHEET ;ﬂ--REQUEST‘C\OPYRIGHT RELEASE

»

Directions: After locating the copyright in a textbook at school or hgme write a sample

letter requesting copyright release of a particular illustration in the textbook -’
. - o , ]
’ L
A
Y
1z
o »
’ +
. N
\
Y
/» i
' S
] ‘

- 105-A
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- LEGAL RESTRICTIONS

. . . *
. . - UNIT V - |

¥

ASSIGNMENT SHEET #2-DETERMINE LOCAL PRINTING TRADE CUSTOMS
. . ;

3

Directions: Visit a local printing plant and determine theik\r_in/ting trade customs. Write the '

inf:fmation below and hand in to your instructor.
[ 4 v '
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- LEGAL RESTRICTIONS
) , UNIT V B .
) NAME
4 TEST

4

1. Match terms related to legal restrictions on the right with the correct definitions.

a. Form of protection given by ldw to 1. Common-law *
authors of literary, dramatic, musical, literary property
artistic, and other similar works ‘

- 2. Fairuse

b. To make an imitation or copy of a _

\ genuine article with the intent to deceive 3. Copyright

c. Unpublished maps, books, photographs, 4 Counterfeiting

' . and other works protected by state laws (5., Libgly B \
agamst copying “ M . . -
6. Slander )
: d A Ilmltatuon on the exclusive rights of ' ‘
, copyﬁght owners 7. Pornography
e. Wrmng or illustrations -considered ob- ~ )
scene ’ ’
’ ¢ . f. A written or oral statement that conveys - -

an unjustly unfavorable impression -

' g. A false and defamatory oral statement - .
} about a person ) CD< .

2. Name the mj:e elements of a copyright notice. : ‘

y ot . . v -
L2 [ -
. - b. : .

~

3. Selegt true statements concernmg the U. S. copyright law(qy placmg an "X" in the
. appfpriate blanks.

' . . 5
a. “A new copyright law went into effect January 1, 1978

b. Under the old law, a copyright was good for 100 years

N

. Copyrights first obtamed under the old law may be-renewed for a maxnmum
of 75 years

lifetime plus 50 years

. .

N

d. Material copynghted since January 1, 1978 is protected for the author s\,




4. Select true statements concerning the four tests for judging the "fair use" of copy-
righted material by placing an "X" in the appropriate blanks. \

) . . . . [ " . . .
a. One test for judging "fair use" is the amount of material used in relation to
the total material ’ \

b. One must consider th& nature of the copyrighted works
c. The literary significance of the work must be considered

d.- The effect of the use on the commercial market value of the material must '
be considered

5. Select true statements concerning the provnsmns for the use of photographs of people
for advertising purposes by placing an "X" in the appropriate blanks.

a. In using pictures of children, written pef'mission of legat guardian must be

————

b. Permission is not needed ifaces are recognizable

Failure to obtain written permission may result in claim of invasion of
privacy and demand for payment

o

| |

" ~

—

| .

7. Select items that are not eligible for copyright by placmg an "X" in the appro-
te blanks ’ .

a, Names . .
b. Familiar designs |
¢. Newspapers

d. Paintings

e. Graph paper . A l °

8. Select items that may be copynghted by placing an "X" in the appropriate
blanks .

3. Maps
b. Motion pictures . ‘
c. Greeting cards : /

d. Time ‘cards

e. Photographs

obtained « i .

6. 'State the procedure for obtaining the permission to reproduce copyrighted material. :
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<

Select true statements concerning printing trade customs by placing an "X" in trl
appropriate blanks. )

a. Printer is not responsible for errors if work is completed with customer's
approval . !

. An extra charge will he made if a delay on the press results from awaiting
customer's approval of press proofs

Experimental work shall be done free of charge

. Overruns or underruns of up to 10% shall be charged or credited to the
customer

. Terms shall be net cash thirty days unless otherwise specified, and claims
must be made within five days of receipt of goods

All agreements .are contingent upon fires, strikes, accidents, wars, floods, or
other causes beyond the printer's control

. There shall be no variation in color between color proofs and the completed
job '

. Changes made by the customer shall be made free of charge

All sketches, dummies, negatrves and plates shall be retumed to the custo-
mer after work is completed < :

Regular orders cannot be cancelled unless an Ygreement to cover the printef's
loss has been made

. Customer shall be charged for handling and stormg own paper stock or
printed matter held over-thirty days, and at customer's risk

Request copyright release. ) ’

Determine logal printing trade customs.

[N

(NOTE: If these. activities have not been.accomplished prior to tMeﬂ ask. your
mstructor when they should be completed ) ‘ “j

LY
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oo LEGAL REQUIREMENTS .
UNIT V

ANSWERS TO TEST

oo oo
N=hW

a. The word "copyright’, the abbreviation "copr.," or the symbol ©  ~—
b. The name of the copyright owner ¢
c. The year of publication

3. a,¢d
4, a,b,d

5. a, ¢

6. Answer should include the following:

a. Determine owner of copyright
* b. Explain specific material to be used and to what extent
c. Explain purpose of copying material ‘
d. If in doubt about copyright, owner and publisher should be contacted
e. If owner's permission is obtained, copied work should carry a courtesy or credit
line so the source of material is acknowledged

7. a,b,e

8. a,b,ce .

9. ab,ef,jk . .

. .
10. Evaluated to the satisfaction of the instructor

11. Evaluated to the. satisfaction of the instructor .




Atter completion of this unit, the student should be able to prepare a resime and write a
letter of application for an offset printing job. The student shouid also be able to complete
an application form and write a follow-up letter for a job in offset printing. This knowledge

! will be evidenced by correctly performing the procedures outlined in the assignment sheef€
and by scoring 85 percent on the unit test.

Atter completion of this unit, the student should'be able to:
1.
2.
3.

4.

13.

14.

15.
16.

1.

12.

®

APPLYING*FOR A JOB
UNIT VI

UNIT OBJECTIVE

SPECIFIC OBJECTIVES

Match terms associated with app\lymg for a job with the correct definitions.
Select means of locating job openings.

List three.methods of apply:mg for a job.
Select items of information that may be asked for on an application.

Distinguish between amployer and employee expectations.

P

Select the personal attributes or attitudes an employer looks for during a personal
Interview.

Select examples of proper conduct during a job interview.
Prepare a resume. * '

Write a letter of application for an offset printing job.

Complete an applica'tio;'l form for a job as an offset printer.

Prepare a personal portfolio.

Practice interview questions. ’ -

Make an appointment by phone for an offset printing job interview.

Write a follow-up letter or make a follow-up phone call after an interview for an
offset printing job. . .

Evaluate an offset printing job offer./

Compare job opportunities. .
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APPLYING.FOR A JOB

' UNIT VI ; .

SUGGESTED ACTIVITIES
e )
I Proyide student with objective sheet.
[I.  Provide student with information and assignment sheets.

s
1. Discuss unit and specific objectives.

V. Discuss information and assignment sheets.
N V. Provide good and bad examples of various resumes and application forms and
« discuss.
VI. Invite a pegsonnel director to discuss job interviewing techniques.
VII. Lead a discussion on reasons why some people Iosg their jobs. ‘
VIII. Lead a gropp of students.in role-playing a job interview, emphasizing ~

proper conduct and attire.

"

IX. Provide opportunity to take sample employment test.

‘ X.  Give test. 3 -

INSTRUCTIONAL MATERIALS

. Included in this unit: .
. ) A. Objective sheet
B. Information s_heet i .
C. Assignment sheets :
1. Assignment Sheet #1--Prepare a Resume

2. Assignment Sheet #2--Write a Letter of Application for an Offset
Printing Job

. Assignment Sheet #3- Complete an Application Form for a Job as an

. Assignment Sheet #4--Prepare a Personal Portfolio

5. Assignment Sheet #5 -Practice Interview Questions

6. Assignment Sheet #6 Make arf; Appointment by Phone for an Offset
Printing Job Interview

*



D. Test

E. Answers to test

References:

A. Blackledge, Walter L,; Blackledge, Ethel H.; and Keely, Helen J. You and
Your Job. Cincinnati: South-Western Publishing Company, 1967.

B. Kimbrell, Grady, and Vineyard, Ben S. Succeeding in the World of Work.
Bloomington, |L: McKnight Publishing Company, 1970. <

C. Occupational Child Development. Stillwater, OK: Mid-America Vocational

< Curriculum Consortium, 1975,

D. Hawkinson, Bruce. Graphic Arts-A Curriculum Manual. Santa Fe, NM
87503: Vo-Tech Division of New Mexico State Department of Education,
1975. ) :

E. Davis, Ronald D., Hill, Billy W., and Yancey, Bruce J. Basic Drafting, Book

s

7. Assignment Sheet #7--Write a Follow-up Letter or Make a Follow-up
Phone Call After an Interview for an Offset Printing Job

8. Assignment Sheet #8--Evaluate an Offset Printing Job Offer

9. Assignment Sheet #9--Compare Job Opportunities

One. Stiliwater, OK: Mid-America Vocational Curriculum Consortium, 1981.
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’ . APPLYING FOR A JOB X

UNIT VI -
INFORMATION SHEET

I Terms and definitions -
A. Awards--Recognition received for outstanding achievement

) B. Extra-curricular actlvmes -The clubs, organizations, and social or church
. groups in which one participates .

C. Fringe benefits--The extras provided by an employer such as paid vacations,
sick Ieave and insurance protection

D. Qualifications--The experience, education, and physical characteristics
which suit a person to a job

E. Resume-A brief typed summary of one's qualifications and experiences
that is used in applying for a job

*

F.  Vocational preparation--Any vocational courses taken and skills one has
learned in school or through work experience

II.  Means of locating job openings BN
‘ A. Classified adsa
- B. Employment offices
(NOTE: You can use state employment offices or private offices.) .
C. -Local Ia;)or union business office
D. School officials

(NOTE: Your teacher and counselor or employment coordinator will be
glad to help you.)

E. Workers in offset printing occupations .

(NOTE: Current workers may sometimes know of openings that are not

N — advertised elsewhere.)

118 Methods of applying for a job
A. Letter -
-

B. Telephone

- . C. nperson -

106 .
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Information that may be asked for on an application

INFORMATION SHEET

A. Name and address

B. Phone number

C. Socia. security number

D. Age, height, weight

E. Education

F. Experience

.

G. Nextofkin .

H.KPrevious employers .

I.‘ Reason for leaving last job

J. Type .of job for which one is applying .

K. References

L. Resume (optional)
General physical health

.M

A

. Expectations of the employer and employee

Employer expects

1. Cooperation
Honesty

Initiative
Willingnes to1earn

Whtingness to follow directions

® o & w N

Dependability
7. Enthusiasm
8. Acceptance of criticism

9. Loyaity and respect

as

[PRNG
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~

INFORMATION SHEET

10. Full day's work for a full day's pay
11. Notification of termination
Employee expects

Salary'

. Safe working conditions
. Training
Introduction to co-workers
-Explanation of policies, rules, and regulations
Duty changes
Evaluation of work ’
Discipline for breaking rules
Honest relationship
10. Notification if employment is terminated

11. Respect

Personal attributes or attitudes an employer looks for during a personal interview

A.

. ' Alertness, qunckness of Mvd

Enthusiasm and interest

(NOTE This includes taking prnd.m your work and being willing to go
your share or more if needed.)

Dedication and dependability

(NOTE: This involves being at work on tlme and regularly It also means you
should follow directlons readily.)

(NOTE You should always took out for dangerous sitdations that could
injure workers or damage property. You should be constantly looking
for more efficient working practices.) ‘

Honesty and integrity* .

(NOTE: All employees should give truthful information, both to_ ;their
employer and ¢ustomers.)

I3
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INFORMATION SHEET

.

E. Desire to work
F. Desireio help others
G. Desire to improve one's self -
(NOTE: Good employees are always .looking for ways tc; increase their
knowledge. It will benefit both the employer and the employee.)
Proper conduct during the interview - \ ' ‘
A. Greet interviewer with a warm smile
B. Call interviewer by the formal title, i.e., Mr., Mrs., or Miss Jones
C. Introduce self
D. Shake interviewer's hand firmly /
E. Beseated only; after interviewer has asked you to be seated
F. Sit and stand erect; do not lean against the wall, a chair, or the desyl ‘
G. Do not put a hat or coat on the interviewer's desk ‘
H. Let the interviewer take the lead in the conversation
I.  Answer questio\ns completely ’ ‘
J. Be potlite and courteous
(NOTE: Do not interrupt. Say "Yes, sir/ma‘am" or "No, sir/ma‘'am" when
addressed.)
K. Have resume and examples of work available,for quick reference
-L. . Make an extra effort to express one's self clearly and distinctly |

;' Take time to think through every answer, use proper drammar, do
not ear, avoid use of slang, and look the interviewer in the eye.) .

Be sincere and enthusiastic

" Avoid irritating or dlstractmg habits

(NOTE: This includes such things as smokmg, &wwmg gum, eating candy,
giggling or squirming in chair, finger tapping and/or swinging a crossed leg.).
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Directions: Prep
' ences.

1.
.2

APPLYING FOR A JOB
UNIT VI

. v e
ASSIGNMENT SHEET #1--PREPARE A RESUME

Standards for a resume

Logically organized

Neatly typed

Error free

Student activities:

" Work experience:

aqa a resume using the standards and example provided below as refer-

-

4. In outline form
K . 5. |.imited to one page if possible
" v - 6. Honest listing of qualifications and experience
¢ . ¥ g
- ‘. Example:
o ™
Name: ' Pat L. Smith :
‘ s Address: ~ 774 E. Adams St., Anywhere, U.S.A. 77704
) ' s Telephone: ~ 377-3303
‘ & v
Age: . ) 18 years
( : Height: 5'-8"
Weight:* 160 pounds *
- % s Health: Excellent
, ' Marital Status: Single
_ N Education: Expe;:t to graduate fy6m high school May 19
’ Sui)jects studied: Offset Printing--2 y4ars (1080 hours)
A o . : Typing:-2 semesters
0L ‘ Art--2 semesters |
; * ; -~ . Basié drafting--2 semesters !
- * Industrial arts wood working--2 semesters
0 . 2

President, Senior class . ' ~
President, VICA
Treasurer, Baptist Youth Fellowship

Offfset printing pressman, Jones Printing Co., Summer

980 )

QffsetPrinting- 1979-80, all phases of offset printing.
Mr. Sammy Slavedriver, Instructor

111




References:

ASSIGNMENT SHEET #1 .

‘

Mr. Sammy Slavedriver
OFsEN Printing Instructor
Anywhere High School
Anywhere, US.A. 777041
Mr. John Lotsaspark

. Supervisor
Jones Printing Company
2330 Lake Shore Drive
Anywhere, U.S.A. 77704

Mr. Jimmie Smith

Youth Director

Park View Baptist Church
711 Fellowship Circle
Anywhere, U.S.A. 77704
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‘ ~ APPLYING FOR A JOB N

. UNIT VI

ASSIGNMENT SHEET #2~~WRIT.E A LETTER OF APPLICATION R
FOR AN OFFSET PRINTING JOB

) * Directions: Using the letter standards, information to be tincluded, and exampl'e below; verite
a letter of application. a ) .1& . )

A.  Make sure the letter meets wjie standards below: "%

< (NOTE: Your instructor will be glad to help you.)

e

1. Attractive form o "

L 8

o 2. Logical arrangement of information

3._3 Free from smudges or typographical errors

4. Free from spelling or grammatical errors *

5. Brief anq to tt;e point--Legve the details for the resume

6. Positive in tone ) 0

4

’ Py B . . >
‘ , 7. Clearly expressed ideas . .

Ay f v

" B. The following information should be included in a letter of application

L.

.

1. Type of position for which one is applying

-~

N

Reason interested in position and firm .

3. Ways one's training meets the employer's needs

»

Explanation of personal qualifications

¢ 5. Mention of resume




- \ ’
ASSIGNMENT SHEET #2

Example:

Mr. John Jones ) .
., Personnel Director )
" Jones Printing Company
" -Box 19 .
. Anywhere U.S.A. 77704

Dear Mr. Jones:

Please consider me for the job of press operator that you advertlsed in the Dally -
Chronicle. . ’ .
The sk|IIs | have learned in my high school vocational offset printing course should
qualify me tbr this job. | have had experlence in all of the basic skills required in offset
b +  printing, including safety. ?

| will be graduating from high school in May, and would like to become an offset

printer- A more complete description of my qualifications is given in the enclosed

. resume.

" | would appreciate the opportunity to interview any ‘time at your convenience. | R
can be reached by phone at 377-3303 after 3: 30 p.m. or by mail at 774 East Adams !
Street Anywhere US.A. 77704. - !

°

Slncerely yours,

Pat L. Smith -

Encl. 1

k]
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. c APPLYING FOR A JOB
. UNIT VI c

ASSIGNMENT SHEET #3--COMPLETE AN APPLICATION FORM
FOR A JOB 'AS AN OFFSET PRINTER

{ Complete the following appllcatuon form using the guidelines below. ‘Use information
corresponding to the classified ad and to your letter of application. Use mformatlon about
yourself from your resume. .

= (NOTE: Ailthough each business uses 1ts own form, general rules of preparation apply
to any form.)

"1. Be prepared
a. Takea good ink pen with you
b. Take copies of resume
- 2. Look over entire form before starting to write; do not hurry
3. Follow directions \
a.  Note whether information is to be printed or handwritten
b. . Complete all directions
' Q ‘ Write or print clearly, neatly, and legibly
Answer briefly

Be honest

N A

Answer all questiohs

~ {NOTE: If questions do not apply to you, write Not Applicable or NA in the
space to show that you did not overlook the question.)

8. Mclude complete information; use resume
9. Recheck application when finished
#0.” Avoid cross-outs and obvious e‘rasure i o '
11. Do not list any restrictions to the geag?aphlcal area in whnch you would work
unless you absolutely will not consider other geographical areas

12, Use the word "open" for questions about minimum salary since most employers
pay standardized rates and will not negotuate on this

13. Makegopy of appllcgtlon, if possible




ASSIGNMENT SHEET #3

APPLICATION FOR EMPLOYMENT

¢

Name ' ’ SS #
- {l=ast) (First) {(Middle)

Present address ’ Telephone #
' Streef Address City .

Phone where you cJ\ be reached if not at above number Telephone #

I nean— - e T

Are there any periods during the year when ( Position Desired First preference:will be gven

you will notbe available for work? Yes first consideration

No . Whenr?
.

Whatis the earliest date you will be avaitable

to start work? c2

Are you licensed or certified by any trade or 3
profession? Yes No Kind of
License? = . Is there a mimmum galary acceptable? Yes

* No If yes, whilmount?>
Have you worked for the State Department ’

of Vocational and Technical Education be- How long do you wish employment? Years _ ___
fore? Yes __ No When? Months

How did you hear -of employment oppor- I will accept
tunities at Vo-Tech? Full-ime Part-tune ___ Temporary _____
4 (6 mos. or less)
——Self-referral
-—._Advertisement If part-ime, what hours can you work? ___ ___
-—-——Fnend or Relative N
—_Employment Agency
Other o, .
How do you feel you are qualified for the position(s) applied for?

EDUCATION List in arder the educational institutions you have attended if applicablé
Dates Major & Mihor
From  To Name of Institution Courses Pursued Degree or Certificate

High School .

.

‘

.

or Univ.

Vocational, Technical
or Trade Schools .




May we contact your present Employer for References?

Employer R Address
{Present or Most Recent) Street City State
Phone __ ——
From
Name and title of supervisor Moath Year
To
Your 1ob and descfption of duties Month Year
Pay $ Per
Reason for faermmzmng this Employment
Employer Address !
Street City State
Phone '
From
Name and title of supervisor ——— - - - - Month Year
; To
Your 1ob and description of duties - Month Year
e - s Pay $ > Per
Reason for terminating this Employment _ R - ——
'3 i}
.0 . -
Employer _ . A Address -
. t Street City State *
Phone . R ¢ °
s From
Name and ttle of supervisor Month Year . .
To
Your job and a description of duties Month Year .. _ . __
Pay $ . . Per .. __ _____

Reason for terminating this Employment

REFERENCES
1 -
Numo\v: 7
2 [
Nams _
3 . .
Name
4 . v
\\ Name
5
' Name

Address

> Address

Addrese
) T TAdoress

Address

S Vo

Phone

Phone

\ihnne

S'\O“e

hone

The above Wormatuoﬁ 1s requested to become acquainted with your qualifications andfS NOT an offer of employ-

ment

1 certify that all of the information stated in this application is true to the best of my knowiedge and belief. and |

authorize you to refer to any former employers or others to verify the statements made.

>

3

* EQUAL OPPORTUNITY EMPLOYER

117

Signature
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APPLYING FOR A JOB
UNIT VI

ASSIGNMENT SHEET #4-PREPARE A PERSONAL PORTFOLIO

KS

A portfolio is a groub of samples of a person's work. ‘Such work is then made available
to a prospective employer at the time of an: interview so that he/she can see examples
of the quality work that you do.

u

Prepare your personai portfolio for use in a job application. Be sure to remember the
following: ]
1. Select awide vz;rietyhof work
s
(NOTE A job may require many different kinds of skills. A wide variety of
 samples will help the employer to see that you are qualified to do more than
just one job.)

2. Select samples of your best work o

(NOTE: To use samples of less than quality work would defeat the purpose of
the portfolio. Show only samples of good work.) .

3. Place your identification on all pieces included in the portfolio

(NOTE: An employer may choose to compare the work of various prospective '

o

employees.) .
4. Place all samples in some type of a case or covering

(NOTE: This is essential to protect the samples whlle being moved to new loca-

tions: Be sure to put your name on the outside.) »,
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APPLYING FOR A JOB

‘ UNIT VI
ASSIGNMENT SHEET #5-PRACTICE INTERVIEW QUESTIONS
>

The following are some additional questions which might be asked when applying for.
various jobs. Keep the assignment sheet to review before going on any actual interview,

(NOTE: Questions about your personal life may not legally be asked. In fact, it is rllegal for

an employer to ask yaur maiden name or your father's surname if you are a female appli-

cant, your marital status; who lives with you; the church you attend or the name of your

spiritual Iead r; how many children you have, their ages, or who will care for them while

you are at erk whether you own or rent your residence; whether you have ever had your

) v W wages\garmshed and whether you have ever been arrested. However many interviewers,
partncularly in smaller businesses, may ask such questlons Whether or not youchooseto
answer the questions aepends on how much you want the job.)

y, How would you answer the following questlons? Why do you think each questionsmight be
k asked7

i vt ,
LXIPIN -

th‘ Where do you go to school? When will you graduate?

2. Do you (did you) earn\any of yoer own expense money while in school?

+3. Why d'udxp}z)u leave your prévious job(s)? . .
4. What d'id you like eest and what‘did you like least about your classes?

(NOTE: This could be asked about teachers, jobs, or emplo{/ers.)

o . »5. Whar books have your read lately? What are your favorite magazines?
6. Adk you in good health? ,

3

T,'L What do you expect to be doing five or ten years from now? What is your chosen
- *field of work?

8. At what salary do you expect to start?
9. What are some of your special abilities? What skills do you possess? What tools or
equipment can you operate?*

10.  How would you rate your training for this job? Very good? Fair? ,

11. What personal characteriste® do you think are needed to succeed in your voca-
tion? ) :

Ve




f
\
r
- 12,
13.

14.

ASSIGNMENT SHEET #5

In what area do you need the most improvement?

Do you like to work with other people or do you work best alone? '

. -
‘.

Do you have any questions you want to ask us?

15.

16.

18,
19,
20,
21,

22,

23.

24.

26.
27.

Do you think your extracurricular activities were worth the time you devoted ,
to therp? )

How could you contribute to our organization? Why should we hire you?

Tell us about your family and any plans for marriage or further education.

(NOTE: REMEMBER: Legally, you do not have to answer this quéstion. How-
ever, it is a good idea to prepare an answer in case such a question is asked.)

Examples: ° "My family includes a younger sister and my parents, with whom |
live. My plans for marriage are undecided at thigstime, and I'm
hoping that the experience gained by being an employee of your
company will help me to decide about furthering my education.”

rather than

"Quite frankly, | regard this information as personal and choose .
. - not td answer."
For what other jobs haye you applied? . : h

Do.you have any military obligatfqns to fulfill?
Give us an example of a project you finished under pressure.

May we write or call your last employer?

How many people have you supervised at work or through organizations of
which you are a member?

How do you feel about the progress you have made salary-wise?
Would you bre able to work ail day Saturday and Sunday?

If. you could start school (or work) over again what would you do different-
ly? .

What is your s¢hool attendance record?

Have you dW school work of which you are capable?

120
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ASSIGNMENT SHEET #5

28. Do you require attention? Does criticism disturb you?

(NOTE These questions are usually asked in a more subt|e and indirect way.)

29.  What motivates you?

30. Would you be willing to relocate?

31.- What size city do you prefer?

32. Have you saved any money? * ’ ’ -

33. - Define cooperation. ' : '

34. What job with our company would you choose if you were entirely free to do
so? . «

35. How do you feel §bout working overtime?

i
A

{ \
REMEMBER: YOU NEVER GET A SECOND CHANCE TO MAKE A GOOD FIRST -
IMPRESSION"'GETTINGAJOB IS A JOB!!! - . ¢

i .
. .

v
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APPLYING FOR A JOB
UNIT VI

¢

ASSIGNMENT SHEET #6--MAKE AN APPOINTMENT BY PHONE
. FOR AN OFFSET PRINTING JOB INTERVIEW

——

!

Making an appointment by phone does two things. First, it shows that you are interes-
ted in saving the employer's time. Second, it shows that you are t.houghtful for asking what
would be the best time for you to see the employer. .

1. Steps in making an appointment by phone
a. "Plan what you are going to say before you call
b. State ygur name and reason for calling

Example: "Hello, this is Terry McKracken. I'm calling about your ad
' in last night's paper for an offset printer. May | have an
appointment for an interview?

c.  Ask when would be the best time for you to come for the interview
- d. Record the day, time, and place of the interview

e.  Thank the receptionist for the help,

2. Things to remember when calling for an appointment
a. Keep the receptionist on your side; the receptionist is there to help you
h(NOTE: The receptionist is sometimes asked to evaluate the applicant.)

b. . Do not ask over the phnone how much the job pays

L]

Yo
* (NOTE: Some questions about the nature of the job may be appropriate.)

c. Be polite an& courteous .
(NOTE: Remember that this call is the first contact you may have with
. the firm. Make that flrst impression a good one.)
d. Ask if you should pick up an application blank or if they would ke to send
it to you before the interview

_Now that you have read about the correct way to arrange for a job interview, role play a
situation where you make an appointment by phone. Use the checklist on the next page to
evaluate your performance. ’

- 139-A
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ASSIGNMENT SHEET #6
NO R

YES

.

N

Was prepared before calling

Did not have to stammer to find the rght

words
» N ‘ i}

Identified self immediately

.
B

» .
Stated reasons for calling immediately

Asked the best time for an ap;;ointment with

employer

-

Was courteous and friendly

"Asked about picking up‘appllcation blank or
having application blank sent prior to inter-

view
$

»

Thanked the recepionist
AR

=4

Made record of the interview date, hour, and

+ place
1
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' SR A APPLYING FOR A JOB ) .
| R UNIT VI T ‘.
Jeoow d i ,,':7

. ASSIGNMENT SHEET #7-WRITE A FOLLOW-UP LETTER OR MAKE A FOLLOW-UP-
.~ PHONE CALL ‘AFTER AN INTERVIEW FOR AN OFFSET PRINTING JOB

v -

It is so_me;ines helpful g8 return to a'business and check again on possible job openings. This

is often,done about-a after the {irst interview.. This short-casual visit accomplishes two '
. things. it helps the i wer remember you, and it shows that you have a sincere interest .. N
in working, for that cofany. o R o o .

P
¥ -
i

e . A y ., 0 . . ? . ’ 3. ) ‘ . -
However, it is ’not‘;IWaysf pgfﬁs:blq to have this type of inrformal atmosphere' when applying  *
for a job. In-which case, it is always proper to send a follow-up letter 5ymakea follow-Gp- - .

telephone‘calt -~ | [ ) o et

PARTA » - . . _ RS

mrjtefa fq‘llow-uh— letter thanking.the employer for the interview. Use any form you wishor ¢ -
Bllow the format-af the sample follow-up letter included in the assignment sheet. ™ ’

1. Make sure your-letfer meets the folloWin_g standards _ ) - S
a.  Typed or written perfectly, . - . - e T
b. Clean, neat, and attragtivéiy; arranged Qn the page
c. Free from spelling,lpunctUa(ion, gnd 'gra’rrjma;ical errors- : =

d. Sent within a day or two after the interview * .
2. *Include the following points in yo'u} follow-up letter v

» -
© Yo

N A 0- .
*$time and interest .
-4 N - Y
~

b. . Summary. of yc;ur qualifications and interest inﬂposition . .

- a.  Expressior of appreciation for intervigwet

. N L P
-~ .

‘c. Your name, address, and phgne number {to make it easier for the employer to
contact you) « - . . -,

. 8. Make this fast bid for the job a prime,example of your excellent w6rk habits; make the
letter clein,;neat, and well-worded - ’ 5 .

o <

PART B B - o B

Rofe play a follow-up telephone call using the guidelines belowi ° o )
1. Make sure you include the following information s 7

‘a, ‘qurname - . . , e 2

<, N . .
ln‘ Date §f you.;r interview ‘ . : e
i ‘ . . N . ., o »
c Positior} for which you were interview& . ’ .
| -
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T ASSIGNMENT SHEET #7

A

’
- .

3. Ask whether a decision has been made

Exémple: " Incorrect: , "Hello, 'Mr. Jones. This is Terry McKracken. You told
me you would let me know about the job, but | haven't
; heard anything from you. Why haven't you called me?"

\ .
s Incorrect: "This is Terry McKracken. Did | get the{job?"
1 ,“ . ‘ N
. | Correct: "Hello, Mr. Jones This is Terry McKracken. | inter-
| . viewed with you on June 30th for the position of an
) . L 4 . offset printgr. Have you made a decision on my ap-
L. plication yet?" . ‘

: | -

3. If someone ha§ already been hired, thank the interviewer for conJiderirgg‘you but

. 5 express continued interest in workmg for the company
. \ N Y

? Example: .Jncorrect: “Oh well, that's my luck. Thanks anyway

| . oy
Incorrect’ "l didn't want to work for your company anyway."

. )

. A Ve .
Correct: "I am sorry | was not hired. Thank you for at least
, - . considering my application. | .am still interested in
5oy -workmg for the company and would apprecwﬁ you .

e s keepmg my applncatlon on file."




ASSIFGNMENT SHEET #7

Example:

Mr. John Jones

Personnel Director

Jones Printing Co. .
Box 19

Anywhere, U.S.A. 77704

Dear Mr. Jones: ‘
Thank you for interviewing me for the offset printing job in your firm. | feel that
working for Jones Prmtmg would be enjoyable and that | could do the various printing

operations that the job requires: ] hope that | will have the opportunlt\( to prove my
worth. o

The application form you gave me is enclosed.

| will be available for work May 15. You may caII me at my home after 3:30 p.m.
The number is 377-3303.

Sincerely yours,

Pat L. Smith

encl. .
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APPLYING FOR A JOB
UNIT VI

" ASSIGNMENT SHEET #8-EVALUATE AN OFFSET ’b\mNTlNG JOB OFFER

Instead of saying “yes" or "no" on the spot to a job offer, express your gratitude in a warm
and friendly manner, and then ask if you may have time to consider the opportunity you
have been offered. Few reputable employers will deny you a reasonable time to be certain
before agreeing to take a job.

Avoid getting stuck with a job that's wroyg for you by using the following checklist to
evaluate the job offer.

n

THE JOB. ..
Do | cIearIy 'understand the nature of the work and is it what | want to do? Are my
responsnbllmes reflected in the job title? '

If this isn't my dream job, can it be a steppmg stone as | aCﬁmre the skills and exper-
ience needed for advancement?

Is the background I'm building so narrow that | will have difficulty transferring |t to
another employer?

Willvl be able to make any decisions affectingpmy work? Do | care?

Will | need more training and w{II the company pay for it?

Will overtime be necessary or available?

Will | be able to leave all thought of the job behind a¥ day's end? If not, do | care?’
Will Khave to travel or relocate?

Is the job perrﬁanent or temperary?

If permanent, is there reasonable job security?

Does this job require union membership?

THE COMPANY ...

Is the firm too large and heavy with rules for my personality?

&

s the firm too small to offer room for advancement or impressive credentials for a
uture resume?

- o

PR




ASSIGNMENT SHEET #8

Does the firm have a healthy firancial position and is it a growing organization?
is there a high turnover of personnel, and if so, why?

Does the firm promote from within the ranks or turn to outsiders to fill supervisory
jobs?

Have | met the person who would be my immediate supervisor?

1
v

Does the supervisor seem like the sort of person with whom | could get along? -

rY ‘

Do co-workers appear to be my kind of people? ®
Is the company's location convenient? -

What is the firm's reputation for fair treatment of employees?

Is a written personnel statement available that covers vacations, sick leave, cause for
dismissal, and so forth?

L

FINANCIAL REWARDS... . )
«¥ a
Do the earnings meet my minimum needs? Are there automatic cost- afllvmg in-

créases? \ -

What is the method of payment--salary, hourly wage?

Are raises based on merit, length of service, formal exams?

What fringe benefits are given-health insurance, free parking, discount privileges, .and
others?

a

o

WHEN TO SAY NO .. .Should you always turn down an offer tb.%ldoesn't measure up?

That depends on several questions. How desperately do you need td earn money? How
competitive is the field you hope to enter, and would it be best to get your foot in the door
any way yourcan? How valuable is the experience you'll gain? There are times when it is
wise to accept a job which is not perfect in your eyes.

_On the other hand, it could be best to refuse &e offer. p

Adwpted from “*1f Things Don‘t Shape Up, { May Not Take tibe Job,"”* Career World, February, 1977 -

‘

G !
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APPLYING FOR A JOB
UNIT Vi¢

ASSIGNMENT SHEET #9--COMPARE JOB OPPORTUNITIES,
When you are offered a job or are changing jobs there are many factors to weigh before
taking the position. Some of these include:
1. What is your take-home pay?
2. What are the benefits which accompany the job?
3. How much will it cost to actually be at work each day?
4. Would the job be satisfying to you? . ) ‘
5. How would the job meet your needs and aspirations?
| WHAT'S MY TAKE-HOME PAY? -
Salaries and wages are often quoted by employers as gross earnings. Gross earnings are used
because tax deductions vary due to the number of dependents, the amount of earnings, and
other information.
Optional benefits and deductions offered by an employer also differ. It is generally advisable
to ask what programs are available for enrollment as these can affect the actual money you

receive on pay day.




\

- : ASSIGNMENT SHEET #9

WHAT OTHER BENEFITS DO | GET FROM THIS JOB?  °*

Some benefits associated with working are not al.ways ;isible. Often some of these over-
looked benefits are paid for in part by your employer. At the time of the interview or when
considering a position ask about: x
Employer's contributions for your protection which may include: i ,
1. Health insurance ‘
2. 'Unemployv’nent compensation
3. Clothing andvsa‘fety garments
4. Medical facilities and health tests
5. Pensions
6. Trave':l insurance (cgvering mishaps when traveling on business)

]
7. *Educational programs or teimbursement for courses related to job

8. Sick leave with pay B

9. Paid vacations and holidays

" WHAT WILL IT COST TO WORK AT THISJOB?

-

v - .
Frequently, we often overlook the costs which are associated with being employed. It
may be of value to calculate estimated weekly expenses before you make a decision about a
job. - s

Estimate weekly expenses for:

Transportation (parl{ing, Child care for working
bus fares) $ . parent $
Lunches (or cost of food Gifts for other .
eaten away from employees $
/ home, including . .
soft drinks and . Special uniforms,
coffee) $ materials, or
’ equipment for <
job $
Clothing (including . )
cleaning) $ _ Other’ $
- TOTAL $ ’
-

130 o
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‘ ASSIGNMENT SHEET #9

>, 1 -
| -

WHAT IS IMPORTANT TO ME IN A JOB?

Take-home pay én‘d benéfitq may be only part'of what you want from a job. Think through
other things you consider important in a job. .

What are some of the most rewarding things you've felt about any job you've ever had?

1. .
2. )

3. .

How might you rate these in order of what's important to you? “

Job security (little chance you'll be releaseg from the job)

: Opportunity for advancement ) 3
Recogni;ion for your work

Good wages

Opportunity to learn and use your ideas

Flexible working hours . )

Long vacations .

Pleasant worl:ing/:ondi;ions
Interesting work
Friendly co-workers

Travel

Other, such as

ARE YOU READY TO DECIDE???? "

Take all the informatian you have gathered and summarize it below and on the next page to
reach a decision about whether you want the job or not.

8

1. Would the job be satisfying to you? Why/why not? -

' .
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ASSIGNMENT SHEET #9

2. What are the benefits which accompany the job?

i

How much will it cost to actually Jg at work each day?
) |
\

\
—
!
¥
| -
| ¥
' ]
How would the job meet your need&s and aspirdtions?

\ﬂ
L -
B ] ‘

| estimate my take-home pay to be $

| estimate my expenses related to working to be $

x

| would most enjoy the followcmg about this job:

| estimate my job benefits to be worf
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APPLYING FOR A JOB

UNIT VI
NAME
TEST
1. Match the terms on the right with the correet definitions. Y
a. A brief typed summary of one's qualifica- 1. Awards
tions and experiences that is used in applying .
forajob ° 2. Extra-curricular
activities
b. The extras provided by an employer such 3. Fringe benefits *
as paid vacations, sick Iewe and msurance (
. protection 4. Qualifications
__c. Recognition received for_ outstanding a- - 5. Resume k
chievement ‘ 6. Vocational
preparation

d. The experience, educatian, “and physical
characteristics which suit a person to a . "

o "
) T __e. Any vocational courses thqn and  skills
one has learned in school or through work s TR

‘experience -

f. . The clubs, organizations, and social or church v
. groups in which one participates .

2. Seloct means of Iocating job openings by placing an "X" in the appropriate blanks.
: ' — 4. Classified ads ‘
- | —__b. School officials . “ h
| —_C. Employment offices .

d. Local labor union busints)o,ffico - o ' )

3. List thm‘Mods of applying for a job.

-
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4. Select items of information that may be asked for on an application by placing an "X"

in the appropriate blanks.

a.

b.

k.
“ ' N
_-___.-_a

n. Type of job for which one is applying

- 0O

‘5. Dlstlngwsh between employer and employee expectations by placmg an "X" in front

Grandfather's age
Name and address

Phone numbe;

. Shoe size

Age, height, weight

Education

Number of brottlers and sisters
Experiénce

Next of kin

Make and model of car
I"revious employers

®

Reason for leaving last job

m. Are you left or right handed

Referentes

-

of the employer s expectatlons

a.

b.

‘Coqpe,ratvon

Honesty
In itia;ive
Salary‘ '
s’fe working conditions
Training

Willinsﬁess to learn

Willingness to follow directions

Introduction to co-workers

/‘\




, .
—___j. Dependability \ ' ‘ f\ k '
k. Enthusiasm ’ : . )
Tl Acceptance of criticism -~ )
—____m. Loyalty and respect
" Fullday's work for full day's pay
____o. Notification of termination .

6. Select personal attributes or attitudes that an employer looks fdr during a personal:
interview by placing an “X" in the appropriate blanks.

______a. Alertness, quickness of mind
M - Lon’g wavy hair

. ¢ Dedication ard dependability . - Y 2 N
____d Enthusiasm aqd’interist ) o -
e. New car -
___;_Pf‘ Honesty and integrity
g Desiretowork - ’

—___h. Beard
___i. Flashy clothes

j. DQSII'O to help others

<

k. Desire to improve one's seif

. -
————

7. - mmples of proper conduct during a job intervww by phcing in “X" in the
. appropriate blank$. . . ' o !

v

SRy Ny
; .

8. Arrive five minutes late; gives the impression that you are busy

b._Sit and stand erect; do not lean against the wall, a chair, or the desk

M
.
*

cCaIIIntowiewerbyhitorhorfintnlme S

. -~ d Aanustiomoomplctely . T

o Puta hat or coat on the interviewer's desk

.~ ' ‘




Greet interviewer with a warm smile

g. -Sit down immediately upon entering the room
. Shake interviewer's hand firmly

Be'wolite and courteous h .

.

. Be s\incere and enthusiastic

Thank the interviewer .

v

. Chain smoke ..

__h
i
___j- Usean of the cute slang expressions .
_ k
1
__m
n

. Speak well or not at all of former employers and associates

- 0. Flatter the interviewer

p. Leave promptly at completion of interview

. 8. Prepare a resume.

5; . 9. Write'a letter of application for an offset printing job. . ) - .
. 10. Complete an application form for a job as an offset prin}er. ) ’

” -« ¢ - I3 - ¢

o 11, Prepare a personal portfolio.

12. Practice interview questions.

13. Make an appointment. by phone for an offset printing job interview.

14, Write s follow-up letter or make a follow—up phone ¢all after an jnterview for an offset

<

- printing job. ; ‘ .o .
¢ 15.- E‘vah,me an offset printing job offer. ) " .
. 16.r Con;pare job opportunities ; : | . , ‘
N ) (NOTE: if theu activities have not been acoomphshed prior to the test, ask your : Q

E ‘ . % instructor when they should be completod )




. APPLYING FOR A JOB
< « UNIT V]|

ANSWERS TO TEST
( >

.a b5 d 4 T~

b. 3 e. 6 -

c. 1 f. 2
. ab,cd
. a. Letter . o

‘6.  Teléphone : C

¢.  Ingerson

b,c,e f h,i,k, I,'r{, o

. abcghjk Il mno

. 9,cdfg,ijk

. b,d,fh, i,"k, I,n,p
Evaluated to the s'atisfaction of the ins;rt;ctor
Evaluated to the satisfaction of the instructor
Evaluated to the sa;isfaction of the instructor
Evaludted ta the satisfaf:tion of tf;e instrt{ctbr

"Evaluated to the satisfaction of the instructor

- Evaluated to the sati'sfaction of the instructor
Evaluated it.:\;t_he sati;factidrme instructor

Evaluated to the satisfaction of the ihstructor

. Evaluated to the satisfaction of the instructor

s
.

N
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PRINCIPLES OF COPY PLANNING
AND PREPARATION
UNIT I

UNIT OBJECTIVE

a
L]

After completion of this unit, the student should be able to select factors that affect copy
*planning and preparation, and match the components of a layout with the correct descrip-
‘tions. The student- should also be able to identify illustrations as line or halftone. This
. knowledge will be evidenced by correctly performing the procedures outlined in the assign-
ment sheet and by scoring 85 percent on the unit test.

. {

.

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:
1. Match terms associated with the principles of copy planning and preparation
with the correct definitions. .

Select factors that affect copy planning and preparation.

Match the components of a layout with the correct descriptions.

.. Arrange irr order layout and paste-up steps.
Select true statements concerning postal regulations.

ldentify illustrations as line or halftone.

!
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PRINCIPLES OF COPY PLANNING
AND PREPARATION
UNIT! N 0

SUGGESTED ACTIVITIES
: 9 s

. Provide student with objective sheet. -4
. Provide student with information add assignment sheets.
"1l Make transparencies.

o IV, Discuss unit and specific objectives.

V. Discuss information and assignment sheets:
‘”; \7! Bring to class samples of thumbnail sketches, rough Iayouts dummies, and
4 comprehensive layouts.
\]

Il. Make a bulletin board to display s;y:nal effect screens

Vill. Use'a micrometer to measure sizes o6f pleces of copy to determine whether they
are mailable or not.

o

IX. Instructor may find it helpful to obtaln a complete set of postal regulations from
post office and dlsplay on bulJetin board.

*

. % Give test. . . _ .

INSTRUCTIONAL MATERIALS

1.} Included in this unit; - ‘ *
A. Objective sheet . ‘
B. Information sheet - > )
C. Trans’paren:cy majtm < - N

‘ 1. TM 1-Line lilustrations
2. TM 2--Halftone Copy
' . D. | Ahssignment ShLet #1--Identify Illustrations as Line or Halftonke

. E. Test .

" ®E. Answers td test




\ a

g . Reforenchs]

A. 'Hawkinson, Bruce. Graphic Arts-A Curriculum Manual. Albuquerque, NM
. #¥503: Vo-Tech Division of the New Mexico State DePartment of Educa-
tion, 1975. )
~ B. Cogoli, John E. Photo-Offset FundJmentaIs. Bloomington, “l\L 61701:
McKnight Publ. Co., 1980. ,

. C. Prust, Z.A. Photo-Offset Lithography. South Holland, IL 60473: Good- .
* heart-Willcox Co., Inc., 1977. '

D. -Carpenter F5aper Co. Rebrint from Memo to Mailers, June, 1978,

ment Printing Office, July, 1977.

E. United State Postal Skrvice. Mailing Permits. Washington, D.C.: U.S. Gove?




PRINCIﬁ.ES OF COPY PL
AND PREPARATION
UNIT |

INFORMATION SHEET

I Terms and definitions:
A. Balance--Pleasing arrangement of elements on a page
B. Proportion--Pleasing arrangement of margins, page sizes, and shapes

C. Emphasis-Arrangement of elements on a page to attract most attention
to the most important element

D. Thumbnail sketch-One of several small, crude drawing;s which shows a
possible way to combine various elements of a printed product

E. Rough laygut--An actual size, somewhat more refined version of the thugnb-
nail sketch g

Dummy--A pattern arrangement of the material to be printed
G. Comprehensive layout--Accurate representation of final printed product
Element--Each individual portion of the printed messagé

Examples: - A heading, an'illustration, a paragraph, a footnote, a decora-
: *  tion, a photograph ‘

I.  Paste-up--A sheet ‘on which all the reproduced elements of the final product
are pasted, in proper size and location, just as the comprehensive layout
indicates
Line illustration--Drawing that is black and white, without shades of gray

K. Halftone illustration--A kind of copy (usually pictu'fes) which has gradation,
or variation, of tone; that is, it contains not only black and white tones, but
appears to have shades of gray between them

L. Layout--The plan of any piece to be printed ) !

N - . »
M. “Cropping-Eliminating part of the copy
N. Scaling--Amount of enlargement or reduction of copy

. Factors that affect copy ptanning an.d' preparation

A. _Equipment and plant capabilities

B. Paper siie and color. .

C. Inkcolor




'INFORMATION SHEET

*i

D. Typesizes ang styles
E. lshotographs and illustrations

F. Design factors

1. " Balance
2. Proportion
3. Emphasis

-(NOTE: Design factors are covered in more detail in Unit |1l of this
section.)

Il Components of a layout

_ A, Thumbnail sketch )

- ~ 1. Small, quick drawings

& "2. Explores and develops ideas

° 3. Shows different ways to lay out a design

“

~B.  Rough layout

o 1. Actual size
\' 2. Aids in visualizing spacing, balance, and emphasis
3. Aids in selecting type styles and other elements
C. Comprehensive layout -

t 1. Actual size _
E 2. Looks as much like final printed copy as possible
| . 3.. Specifications for printing job in margins |
t V. l:ayout and paste-up steps
'F o A. Layout - i

1. Cropping of elements
|

L
E : 2. Scaling of elemiants




T
INFORMATION SHEET
A ¥ .

B. Paste-up

1. Comprehensive layout used as gdide
. ,AZ Paste each element in proper position
N .
(NOTE: Cropping, scaling of copy, and paste-up will be covered in
Unit IV of this section,) .

. \— V. Postal regulations
A. Size
1. Minimum--3 1/2" high x 5" long
2. Maximum--6 1/8" high x 11 1/2" long
3. Length may not b; more than 2.5 times or less than 1.3 times the

height

4. Pieces under minimum-or over maximum mailable with surcharge rate

B.\- » Weight and thickness ' ' ~
1. Minimum-.007 inches thick with minimum size
2. Maximum--.25 ir:ches thick with maximum size
‘v
- C. Business reply cards

1. Permit needed from U.S. Postal Service

2. U.S. Postal Service specifications and negatives must be used

D. Third class bulk mail - ~ \ )

1. Anm{al fee charged
2. Special rates for certain nonprofit orgénizations

Examples: Religious orggnizations, educational organizations
3. Prepaid postagehrequiéd M _';_,—

p
4. Minimum--200 pieces or 50 pounds of material of identical size
and weight ‘ ’

G!-

7-B
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- INFORMATION SHEET

Line and halftone illustrations

A. Line-Any solid ¢opy to be printed, without gradation of tones Fig-
ure 1) ) ‘

i

FIGURE 1

Line lllustrations

Copyright f?om Southwestern Bell
8. Halftone

1. Any copy which has gramof tones

2. Usually a photograph broken up into a variety of dot sizes (Figure 2)

FIGURE 2 . g

\ a) Halftone ’ b) Enlarged Section of Screened (Halftone)
’ " Negative for Figure 2 ’
\'\,y ;V v
~ \\ ‘ .
\ -
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- PRINCIPLES OF COPY PLANNING
AND PREPARATION
UNIT |

. -
¢

ASSIGNMENT SHEET #1-1DENTIFY ILLUSTRATIONS AS LINE OR HALFTONE

Bring to class three examples from newspapb\rs andfor magazines of line illustra-
tions. Be prepared to tell why you chose them.

Bring to class three examples from newspapers and/or magazines of halftone illustra-

tions. Be prepared to tell why you chose them. A

Measure the illustrations and see if they meet postal regulations.




PRINCIPLES OF COPY PLANNING
AND PREPARATION
S UNITI c e

: NAME
TEST o T e

o

Match the terms on the right with the correct definitions.

'

-___a. A shest on which all the reproduced ele- 1. Balance
) ments of the final product are pasted, in

proper size and location, just as the compre- .. 2, Proportion
hensive layout indicates
- h 3. Layout
b. A kind of copy which has grt}dation, or
variation of tone; that is, it containsnotonly 4, Rough
black and white tones, but appears to have " layout
- shades of gray between them . -
. 5. .Thumbnail
c. An actual size, somewhat more refined sketch .

. version of the thumbnail sketch

6. Comprehensive

d." Pleasing arrangement of elements on a page layout -

e. Each individual portion of the printed-mes- 7. Scaling .
sage .

8. Paste-up

f. Arrangement of elements on a page to attract

o most attention to the miost important element S. :—'"? illus-
” ) ration

g. Accurate representation of -final printed 10. Halftone CoC
product illustration

. =h. Pleasing arrangement of margins, page sizes, 11. Emphasis

and shapes .

‘ N . . 12. Cropping -

One of se\ ral small, crude drawings which \

shows a possible way to combine various 13. Element -
elements of a printed product

14. Dummy

) j. Drawing that is black and white, withoyt
. shades of gray .

k. The plan of any piece to be printed

I. Eliminating part of the copy

m. Amount of enlargement or reduction ~of

n. A pattern arrangement of the n;aterial to
be printed_




2. Select factors that affect copy planning and preparatuon by placing an "X" in the
appropriate blanks.

- \ a. Paper size and color -
. ___b. Inkcolor

¢. Plant capabilities

d. Artistic value. of rough layout

e. Proportion of design

3. Match the components of a Iavouf on the right with the correct descriptions.
- \
(NQTE: Answers may be used more than once.)

a. Shows different ways to lay out a design 1. Thumbnail
sketch

b. Alds in vusualnzmg spacmg, balance, and :

. Comprehensive

emphasus 2
S layout
. Small, quick drawi -

C ’ quil rawings 3 Rough

- d. Explores and develops ideas fayout

e. Specifications for printing job in margins

f. Aids in selecting type styles and other ele-
ments :

) g. Looks as much like final printed copy as "\) -
-‘ T el Y

4. Arrange in order layout and paste-up steps.
- a. Paste each element in proper position
b. Cropping of elements

¢. Scaling of elemeﬁts

e af

5. Select true statements concerning postal regulatuons by placing an "X" in the appro-
priate blanks.

a. ‘Cards and letters must be a minimum of 3 1/2" high x 5" long

. . i
b. Pieces under minimum size are not mailable

¢. Length may not be more than 2.5 times or less than 1.3 times the height .,

d. The minimum on third class bulk mgil is 200" pieces or 50 pounds of material
; of identical size and weight rr:
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~

e, U S. Pastal_Service spoclflcatlons and nogatnves must be used for buslnm
teply cards ) ..

»
y "o

2

f. A flat rate is charbod to all customers mailing third class bulk mail

6. . Identity the illustrations below as line or halftone.




PRINCIPLES OF COPY PLANNING | . .
AND PREPARATION
UNIT |
ANSWERS TO TEST
! -
1. a. 8 £ k. 3 '
. b. 10 g 6 L 12
c. 4 h, 2 m 7
d 1 i. B n. 14
e. 13 i 9
2. a,b,ce . )
3. a 1 - e. 2 . \
b. 3 * f. 3 .
c. 1 . 8 2
d 1 ’ . '
4, a 3
b. 1
c. 2
5. a, ¢, d, e
a. halftone )
b, line ; = .
c. fline , )
d. halftone




y TYPOGRAPHY
| & UNIT 11

) Coe -
~ ) UNIT OBJECTIVE . s

After completion of this unit, the student should be able to distinguish between hot and
cold type, and identify parts of a type character and type styles. The student should also be

" able to measure type, calculate copyfitting, and mark-up copy. This knowledge will be
evidenced by correctly performing the procedures outlined in the assignment sheets and by
scoring 85 percent on the unit test.

SPECIFIC OBJECTIVES

After completion of this un,it, the stu&ent should be able to:
1. Match terms associated with typography with the correct definitions. *
2. Distinguish between hot and cold type chara;:teristics.
3. Ic{entify parts of a type ;:haracter'.

4. Identify type styles.

5

5. Match terms related to type fonts, type series, and type familes with the correct

characteristics. 4 . \

6. Select true statements ¢oncerning units of measurement.

7. . Select true statements eoncerning measuring type.

" 8. Select true statements boncerning copyfitting.
T -

9. Select true statements concerning marking up copy.
. i

10. Measure type. | -
11. Calculate copyfitting.

12. Mark-up-copy.




.l
T
V.

Vi.

VII.
Vilt.

TYPOGRAPHY .
2 UNIT . ¢

SUGGESTED ‘ACTIVIT‘iES

Pravide stb\@n with objective sheet.

Provide student with information and assignment sheets.

Make transparencies.
!
Discuss unit and specific objectives.

Discuss information and assi‘gtnment sheets.

| B

Samples of hot metal or harid set type could be shown at this time and then
compared to cold type or fonts.

Show,samples of dl.erent styles of types.

Give test.

Included in this unit: -

INSTRUCTIONAL MATERIALS

A. 'Objective sheet " ) ?

B. Information sheet -

2 e aTaTEY It ppudeme o Y R
~C. “Transparéncy masters -

1.
2.

v 3.

4.

™ .1--Parts of a Type Character
TM 2--Styles of Type
TM 3--Units of Measurement

TM 4--Measuring Body Size and Leading

D. Assugnment sheets

1.

Asspnment Sheet #«1/ Distinguish Between Hot and Cold Type Charac-

' teristics

9"

3.

f 9

Assignment $peet #2--dentify Type Styles
Assignment Sheet'#3--Measure Type .

. Assignment Sheet #4-Calculate Copyfitting

Assignment Sheet #5--Mark-up Copy

-




E. Answers to assignment sheets
F. Test ’

G. Answers to test

References:

A. Cogoli, John E. Photo Offset Fundamentals. Bloomington, IL 61701:
" -McKnight Publishing Co., 1973.

B. Karch, Randolph R. Graphic Arts Procedures, 4th Ed. Peoria, |L 60637:
American Technical Society, 1970.

. C. Orr, Kenneth. Printing Layout and Design. Albany, NY: Delmar Publish-
ing Inc., 1968. ,

D. Hawkinson, Bruce. Graphic Arts-A Curriculum Manual. Santa Fe, NM

87503: Vo-Tech Division of New Mexico State Department of Education,
1975.

3




TYPOGRAPHY - .
UNIT II ‘

INFORMATION SHEET

[N
‘

I Terms and definitions )

A. Type--One or more printed characters
B. Hot type-A three-dimensional mold or- ‘tiétt'ér:n from which characters
can be printed directly onto the paper -

C. Cold type--The twp-dimensional image from which characters can be printed,
such as "strike-on," clip art, illustrations, and photo-typesetting

D.. Strik&-on type--Any type that has been placed ‘on copy by the means of
a key or font containing the characters striking paper

E. Clip art--Material, such as illustrations, letters, and designs, clipbed from
available sources and utilized as camera copy - -
F. Relief type--Characterized by surface inequalities, such as the inked, raised
letters in letterpress printing

Coos

; ' ~ “~
G. Copyfitting-The process of finding out how much space is needed to print
the words in a job . L

H. Measure--Thevwidth of a line of type

k.- Leading--The space between lines of type

(NOTE: This term is pronounced "ledding.")

J.  Justified--All lines of ty,peset'c;ipy are even on both sides (ilush left and
flush right) . e,
K. Ascender--In tybe, the part of the lower case letter that rises ab)\ve the waist
line . ’
L. Descender-In type, the part of the Iower: case letter that goes bel&w the base
line , oo y e S
M. Body height--The distance from the bottom_of ‘de'sce,nd,er#tq:thé top of a
capital letter . ‘

Upper case--Capital letters only

0. Lower case--Small, non-capital letters only . 4 ,

Serifs--The small crods gtrokes that project out from the main letter strokes

- 135




INFORMATION SHEET

“

Q. Photo-}ypesening-'Typesetting that is produced by exposure to light, images
of letters or numerals, onto light-sensitive paper or film

R. Quad-left--All lines of typeset copy are flush left, or, lined up on Qleft side

© 8. Quad.right--AlI"-Iines of typeset copy are flush right, or, lined up on right side

T. Heads (display) type-Type 14 points or larger -

L]

u. Body (text) type-Type 12 points and smaller

L]

V. Mark-up--lnsfruct}ons to the compositor regarding size, style of type, and
" margins of the layout ) ,

(NOTE: Mark:up is sometimes referred to as coding.)
W. Line gauge--A ruler that is calibrated in pointsr';)‘ii:as, and inches
Hot and cold type éharactoristics
e A l-]ot type (Figure 1)
. 1. Mold or pattern from which chara‘cters can be printed
© 2. Three-dimensional type
3. Printed directly onto surface of E:per

H

. &4 Also kpown as "relief" composition
FIGURE 1 B

Example of
"hot' metal
type character

Linotype

Intertype
Slug

e W B R W e % W



INFORMATION SHEET

B. Cold type
1'. Any copy that can be photographed
2. Usually printed indirectly (set off from plate) ,
3. Two-dimensional image

(NOTE: This page of type is an example of "cold" type composi-
tion.) )

Il. Parts of a type character (Transparency 1)
A. Different parts of a type character have certain names
B. Most important parts are ascender, descender, and serif

L

"1. Ascenders and descenders help determine body size

2. Serifs and descenders help identify type faces and styles
Iv. Type styles (Transparency 2)

A. Roman (Figure 2)

1. Oldstyle, modern, and transitional
M { 3

-

2. All have serifs

3. All have heavy and light elements
FIGURE 2

Old Style Roman Modern Roman Transitional Roman

- 4

B. Gothic (Figure 3)

1. Also known as sans-serif
(NOTE: The French word sans means without; thus the term sans-
serif means without serifs.)




INFORMATION SHEET

2. Hairline and stem of nearly uniform strokes

3. Simplest of all type face designs
FIGURE 3 \ .
. |

\

. il
Gothic \ : . ! .

.

C. Squa;e Serif (Figure 4)
1. Blocked or squared serifs
2., Uniform strokes

3. Sometimes called "block" style

- _ FIGURE4

SR

SRR o o - Square Serif

D. Text (Figure 5) \
1. Heavy, bold appearance
2. Designed from type used hundreds of years ago

3. Also called Gothic text, Old English and Black-letter




. INFORMATION SHEET
4. Never use all capital letters, as it is very difficult to read
(NOTE: Text as a type style should not be confused with the text

or body type of a printed piece. When used to describe a typeface,
the word TEXT is always capitalized.)

FIGURE 5

TEXT

E. Script (Figure 6)

1. Handwriting or hand-lettering effect S \\
2. Popular for announcements and invitations
‘ 3. Sometimes known as "Cursive"
4. Never use all capftal letters, as it is very difficult to read
FIGURE 6
Script
—7 F. Novelty (Figure 7) ‘
. 1. Unusual designs commanding attention

2. Used for display lines only, as it is not legible in small sizes
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3. Also called Decorative or Special

FIGURE 7

(NOTE: The italic type, although not a type style, is used and consider-
ed much like a style. It may be Roman, Sans-serif, or Square Serif. See
Figure 8.)

FIGURE 8

« JIKLMNOpqrstu

V. Characteristics of type fonts, type series, and type families

A. Type font

.
-

1. One size of characters in a type face
2. Usually includes upper case, lower case, numerals, and symbols
3. Some fonts include small capitals or italics
B. Type series
1. All sizes of one typeface

2. Common sizes are 6, 8, 10, 12, 14, 18, 24, 30, 36, 42, 48, 60, 72, 84
points

C. Type families (Figure 9)

1. All series of one general type design

&
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2. May be bold, light, condensed, expanded, extra bold, extra light,
italic or combinations of these

FIGURE 9 Futora It ABCDEFGHIKIMNOPQRSTUY
Futraltltal  ABCDEFGHIKIMNOPQRST

o o o made FuturaBld  ABCDEFGHIJKLMNOP
FuturaBld Cond  ABCDEFGHIKLMNOPORSTUVW

Futura Bid Ital ABCDEFGHJKLMN

Futura Exbld Cond ABCDEFGHIINLMNOP

Fetwre Exbid Cond Ital  ABCOEFGHINLMN

Futura Exbid tal ABCDEFGHI)

Vi Units of measurement (Transparency 3)

A. Point
1. Smallest unit of measurement
2. Used to measure type body size and leading
. 3. Approximately 1/72 of a inch
B. Pica
1. Equal to exactly 12 points
2. Used t? measure line length
3. Six picas equal approximately one inch
C. Word spaces
1. Em--The square of tt;e typebody of any size

Example: An em in 12 point type measures 12 x 12 points; in 10
point type it measures 10 x 10 points

2. En--One-half the width of the em

3. Quad--Blank type used to space out at the ends of lines in type compo-
sition and to indent

4. 3-Em space--1/3 of an em, normal spacing between words

‘ 5. Thin space--Usually the 4 and 5-em space

16~




328

INFORMATION SHEET

VIt Measuring type (Transparehcy 4)
A. Body size (Figure 10)
1. Refers to height of the particular type
2. Measured in points, with line gauge
3. Measured from bottom of "descender" to top of "ascender”

4. Type 12 points or smaller is known as "body" or "text" type, while
type 14 points or larger is known as "display" type

— — — — Ascender Line

— — — Waist Line

Body (or -
Point) Size
_— — — — Base Line
—_————— — =— = — — —Descender Line
FIGURE 10 Body Size Measuring

B. Linelength (Figure 11)
1. Also known as "measure"
2. Line length measured in picas, with line gauge

3. Line length should be appropriate to type size
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4. Line should be approximately 1 1/2 to 2 1/2 umes the !ength of
the lower case alphabet of type size used .

FIGURE 11 . '
gt A
abedefghijklmnopgrstuvwxyz — — — — — -ii 10 pt
abedefghijklmnopqrstuvwxyz— — — —— {11 pt.
.  abedefghijklmnopqrstuvwxyz————— - —{14pt.
C. Leadin

1. Measured from base line to base line
G

2. Increases legibility of copy

3. Measured in points, with line gauge

' 4. Leading of 1-2 points for 8 point type, 1-3 points for 10 point type, 2-4
' points for 12 point type is common practice in the industry

5. "Set solid" is without leading, i.e., 12 point type set on 12 point line
spacing

VHl. Copyfitting
A. Calculating total typewriter characters in job to be typeset
1. Typewriter character count method

<
a. Elite typewriter type has 12 characters per inch, so multiply
line length by 12, times number of lines

b. Pica typewriter type has 10 characters per inch, so multiply
line length by 10, times number of lines

(NOTE: This is not the same as a pica measurement.)

N * ¢.  For a proportional typewriter, look-for manufacturer's specifica-
tions, or use character count method in part B below

2. Vertical line method
& L)
* a. Draw vertical kne down the typewritten copy at end of shortest

‘ ) full line of type
. ;o
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b. Count the characters in that hine, and multiply by number of
lines

-

(NOTE: Count short line at end of paragraph as full line)

c. Add to the product the number of characters on the right side of
fine for total

(NOTE: Copy submitted to a printer should always be typed.)
B. Converting typewriter characters to typesetting -

1. Determine type size and type characters per pica from the catalogue,
ie,kZ. aracters per pica ’

2. Determine line measure, i.e., 30 picas wide

! Y
3. Determine number of typeset characters in each line, i.e., 2.5 characters
x 30 picas wide ]
4. Determine number of lines of typeset copy that will be required to
set all of typewritten copy

C. Depth of copy ‘
\

\ 1. Determine if copy is to be set solid or leaded

2. «Calculate leading plus type point size times number of lines for depth
of typeset copy

EXAMPLE: (Translate this copy space to type space)

This passage is typewritten in pica typewriter type. That
means that 10 characters or spaces fall within one inch. Our
job is to measure this and calculate how much space it will
take if we set it in type. The type font we want to use is

11 point Press Roman. We want our measure (the width of

line) to be 34 picas, justified. The average number of charac-
ters of 11 point Press Roman that fit within one pica is

2.56. We are going to lead each line 2 points. That is all

the 1nformation needed to determine how much space this pas-
saye will occupy in type. )

Step 1 Measure each line for use vertical rule method and determine number of
characters in pasgage.

|
i
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Step2 - Divide the total number of characters by 2.56 to determine total number
of picas in prin ssage.
Step3 - Divide total nu picas by 34 (the number of picas in the line to be
printed) to obtai mber of lines in the passage.
Stepd4 - Multiply number of lifies by 13 points (11 points plus 2 points leading to
obtain depth of passage in points: then convert to picas by dividing by 12.
|

i

Your calculations will show that there are 544 characters in the passage, that will occupy
212.54 picas in 11 point Press Roman, or a little more than six 34-pica measure lines each
13 points deep, or a total of 91 points or almost exactly 7-1/2 pides deep. So the fqllowing
block should contain the passage, 34 picas wide and 7-1/2 picas d:% .

1[6 : 34 picss AI

Kq )

fall within one inch. Our job is to measure this and calculate how much space it will take if we
setitintype. The type font we want touse is |1 point Press Roman. We want our measure (the
width of line) to be 34 picas, justified. The number of characters of 11 point Press Roman that
“L fit within one pica1s 2.56. We are going to lead each line 2 points. That is all the information

’: This passage is typewritten in pica typewriter type. That means that 10 characters or spaces

needed to determine how much space this passage will occupy in type.

IX. Marking up copy
A. Prepare copy
1. Mark mstructic;ns in margins, not on copy
2. Use letters or numbers to key layout elements to copy
Mark t‘ype style and size on text and display copy
Mark line measures and leading
Mark whether to set flush left, right or centered

Specify indentation and paragraph spacing
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B. Read and correct copy with proper proofreading marks

(NOTE: Proofreading is covered in Unit 11| of Section C.y

-

Example:

4

1P MM FUTULR, ca08 .
. g, ,__,\__éz“:"
. , i 4
[ 7 :

npt | »
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 Parts of a Type Character
\

Serifs Main Stroke \

Ascender Line

-

o N
— — —Waist Line
== — — Base Line
\Descender Line
» ‘ ~ Serifs Descender
Counter
1£8

gLE-1D
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Styles of Type

Bodoni Book  ABCDEFGHIUKLMNOPQRSTU 12

Caledonia ABCDEFGHIJKLMN 12
Cooper Old Style ABCDEFGHIJKLM - 12

Clarendon Bd Ex 12
Karnak Black Condensed ABCDEFGHIJKL 12

Stymie Medium ABCDEFGHIJKLM 12

Sl ot ABCLEFG sz,

e @trm/nrnrma @‘t%@@/@e@f@(}u </ /,9

i l)uh/ (}7? (3(()067#](()(/((*/{(7 12

Helvetlca Bid Ext ABCDEFGH 12

Imnaot ABGUEFGHNIKIMNUPQB 12
Standard Extra Lt Ext ABCDEF

. @0 English ABCBEFGHAIKLANG 12
Bmerican Test ABOOTFCHIPKIMAOPER (2
'mthbit,tg Cext Ai*‘fﬂfif(ﬁ]ﬂl]ﬁilﬂixﬂ)p@ 1z

 Gharleston ABCDEFBHLIKLMN 12 |
FOXTANNST R8O 12

SUAPAABE A3B0ERARINANLSDY 12
'I'HUN D AX3 12

" STENCIL ABCDEFG 12

Square
Serif

Cursive

and
Script

Gothic

.or

Sans Serif

Text
Letters




¥

The point (approx. 71§ inch)

1
The pica (12 points; § inch)

" Enlarged 6 times

12 pts. 18 pts.

——~
The Em () 12pts. }18 P (The Size of the Font Squared)
A 12 pt. Em An-18 pt. Em
En

! En { :
The En &] ) * (1/2 an Em [Horizontally] )
A 12 pt. En An 18 pt. En .

Em .. Em * Em

Em Spaces

b

A 3 em space A 4 em space A 5 em space
(3 to the em) (4 to the em) (5 to the em)

)

Em Em Em Em Em Em Em Em Em

Quads

A 2 Em Quad A 3 Em Quad A 4 Em Quad




. ; Msuﬁng Body Size and Leading

~

Body Size Measuring

— — — — Ascender Line

. — — — Waist Line
. _ Body (or

— — —Base Line
. — Descender Line

4

o

How to Measure Line Depth
, Buse nxneMMMmeammmmmmmmw

- Base line }lfne depth
" Base hne _some mathematical ability | )lme de?”‘
Base Line to Base Line | .
171 ‘ w4
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L ) TOPOGRAPHY
‘ . o UNIT i1 )

iy

) ASSIGNMENT SHEET #1 DISTINGUISH BETWEEN HOT AND
o . COLD TYPE CHARACTER#STIQS \

. , . .

Directions  Distinguish between hot and cold type chayacteristics from the statements
below by writing "H" for hot type; and "C" for cold type,/
© . /

* /
n

/

. ‘,‘ . __;__a. Is also called "relief" composition ' /
/’/' " __= b s sometimes called three-dimensional wpe / , .
VA - ¢ Photo typesett{ing )
. , ‘,"/ ‘ _..___d Any copy that can be photographed
'”u, . e D|reEth\presses against the paper'an‘d transfers inked image to surface -

\

Two dimen$ional image
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TOPOGRAPHY
UNIT I

ASSIGNMENT SHEET #2--1DENTIFY TYPE STYLES

Directions: From a magazine or newspaper, locate examp& of the six different type styles
listed below. Paste these on the sheet and label with appropriate name, Also list four basic

Italic styles.
a. Roman
. b. Gothic

c.  Square Serif
T d. Text
R é. Script

f.  Novelty

g




TYPOGRAPHY
UNIT I

ASSIGNMENT SHEET #3--MEASURE TYPE

Directions Using a line gauge,

priate answer for each

Line Length
a. ___ picas widé
b. _ picaswide
c. ____ paswide
Body Size
d ___ points

e. points

f points

Leading and Line Depth

g. point body type size

h. point leading

measure the .type copy shown below and write the appro-

4

*

Measuring and fitting type are not diffi-
cult processes, but they require know-

Measuring and fitting type are not difficult pro-
cesses, but they require knowledge of the meaning

Measuring and fitting type are not difficult processes, but
they require knowledge of the meaning of various terms

Calculations. As a result, your prediction of

The Typewritten Copy

Typewritten Copy

Measuring and fitting type are not
difficult processes, but they require

knowledge of the meaning of such

terms as point, pica, measure, leading,

and justify, and some mathematical

-




TYPOGRAPHY
o
ASSIGNMENT SHEET #4-CALCULATE COPYFITTING

Directions Caiculate, in picas and points, the space the typewritten copy below will occupy
1f 1t ss: :

a.  Setsolid in 12 point Aldine Roman (2.5 characters per pica average) justified on a
24 pica measure

b Set solid in 9 point Press Roman (2.9 characters per pica average) justified on an
18 pica measure

c. Set in 12 point on 15 Aldine Romam (2.5 character per pica average) Justi-
fied on a 30 pica measure

Answers: !

- Measuring and titting type are not difficult processes, but
they require knowledge of the meaning of such terms as point,
pica, measure, leading and jJustify, and some m&thematical
ability. Also, you have to keep in mind that, although you
are dealing with measurements as small as about 1/72 of an
inch, you are still not going to be able always tc predict
exactly how much space a given piece of copy is going to
occupy when it 1is set in type. The reason for this un-
predictability 1s that, in type, different characters are
of different widths, and (since it would take too much time
to add up all the different widths of all the different
chafacters) we use an average character width in our calcu-

’ lations. As a result, your prediction of space to be occu-
pired by type in a medium~length paragraph may be_a line or
so long or short. Still your prediction will be cPose enough
to be able to make a good layout, and, with gocd editing, 1t
1s gven possible to make 1t corje out "on the ncse."




TYPOGRAPHY
UNIT II

ASSIGNMENT SHEET #5 ‘MARK-UP COPY

Directions: Mark up the layout shown below. Indicate all of the following

a.  Text typesize and style

P 4
b.  Width of columns in picas

’ L]

c Display type size and styie

d. Leading <_

XE MAPLE LEAE

&
- Aqfw 2-COLOR PRESS
& |2 |- —
7 $¥E ;-IF\T] z
;ﬁ s ==-="1 - —
e i ~——
= X
\< h ——
;ODE&N PRINTING
.~ THEMAPLEPRESS |
. —
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TYPOGRAPHY
- UNIT |1
, /
' ANSWERS TO ASSIGNMENT SHEETS
-

1. a. H d C

b. H e. H R

c. C f. C

2. Evaluated to the satisfaction of the instructor

3. a. 15 d N g N \
b. 191/2 e. 18 h. 12
c. 22 1/2 f. 30

4. a. 17 picas - a .

b. 15 picas and 9 points
¢. 17 picas and 3 points

5. Evaluated to the satisfaction of the instructor
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TYPOGRAPHY
UNIT II

NAME

GIl-57-B

]
}

™ TEST

Match the terms on the right with the correct definitions.

. One or more printed characters™

. A three-dimensional mold or pattern from

which characters can be prmted dlrectly
onto the paper

. The two-dimensional image from which

characters can be printed, such as "strike-on,"
clip art, illustrations, and photo-typesetting

. Any type that has been placed on copy by

the means of a key or font containing the
characters striking paper _

. Material, such as iIIustrafions, letters, and

designs, clipped from available sources and
utilized as camera copy

Characterized by, surface inequalities, such as
the inked, raised letters in letterpress printing

. The process of finding out how much space is

needed to print the words in a job

. The width of a line of type

The space between lines of type

All lines of typeset copy are even on both
sides 7

. In type, the part of the Jower case letter that

rises above the waijst line

In type, the part of the lower case letter that
goes below the base line

. The distance from the bottom of descender
to the top of capital letter

1.
12.
13.

© ® N o 0 » w N

Strike-on
type

+ Lower case

Measure
Justified
Hot type
Descender )
Relief type
Cold type
Mark-up
Type

Serifs

Body height

Copyfi}tt}ng

v




n. Capital letters only 14. Body type
o. Small, non-capital letters only 16. Leading
p. The small cross strokes that project out 16. Uppercase -
from the main letter strokes
. 17. Clip art
» Q. Jype 14 points or larger 18. Line gauge
r. Type 12 points and smaller 19. Heads type
s. Instructions to the compositor regarding 20. Ascender

size, style of type, and margins of the layout
21. Photo-typesetting
t. A ruler that is calibrated in points, picas, and
inches 22. Quad-left

u. All lines of typeset copy are flush right, or, 23. Quad-right
lined up on right side

V. Typesetting that is prbduced by exposure
- to light, images of letters or numerals, onto
light-sensitive paper or film

w. All lines of typeset copy are flush left, or,
lined up on left side -

2. Distinguish between hgt and cold type characteristics in the statenfeﬂgbelow by
marking an "H" next to the characteristics of hot type and a "C" next to the charac-
teristics of cold type.

a. Three-dimensional type
b. Two-dimensional image

c. Also known as "relief" composition

d. Mold or pattern from which characters can be printed

3. ldentify parts of a type character from the illustration below by placing the appropri-
ate number in the proper blank.

a. Serifs
. b Descenders

c. Ascenders
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4. Identify the type styles shown by indicating with the appropriate number.

~

Text-

MY

" Boiloni Book ABCDEFGHIKLMNOPORSTL 12

Roman Caledonia ABCDEFGHIJKLMN 12

Script

2

. Square

Gothic

e
-
[ w5

“

Cooper Old Style ABCDEFGHIJKLM 12

- Novelty Clarendon Bd Ex 12
Serif Karnak Black Condensed ABCDEFGHIJKL 12 >

Stymie Medium ABCDEFGHIJKLM 12

ﬁau/ ,(%")%/ f/ﬁ (f) 2 i?i'rﬁ /2
&?m[hmrina_ @‘2@@@6@*@&* J 12
TL:LWM @([/7)(( )g(q;’/g;(/(ﬁj;j 12
. Helvetica Bid Ext ABCDEFGH 12

Impact ABCDEFGHIJJKLMNOPQR 12
Standard-Extra Lt Ext  ABCDEF 12

.+ (0Id English ABRCBEFGHIIKLMNG 12

Rmerican Text- RBGBFFSHKLIMROPER - 12
Medding Text  ARCITFGHIJRLANOPQ 12
. Gharleston ABCDEFGHLIKLMN 12
 FONTANNST XBE {2

R ASROCERMSLAASTE) 1 |

TEOUIND AXB 12

. @ STENCIL - ABCDEFG 12

-

V‘;F»-D



5. * Match the terms related to type fonts, type series, and. type families with %he correct
characteristics. ) -
. e % . .
(NOi’E: Answers may be used more than &nce.} ’
i ‘

a. All series of one general type design 1. Type font

N -

"> b. One size of characters in a type face - . 2. Type family

. . 0 \ 3. -Type series
: c. Some fonts include Jsmall'capltaqs or italics - N ype serie
3

N 1 T

d. All sizes of one typeface ) ) L

6. Select true statements concerning uquts of mea)gurement by placmg an "X" in the
gpproprlate blanks. ) . .

a. The smallest u+|t of measurementis the pomti’

b.’ The square of the typebody of any size is the En . . :

c. One pica is equal to exact!& 12 points
d. The piE:a is used to measure type body size

e. Six picas equal approximately orie inch“

. 0 ~e

f. The quad is blank type used to space out at the ends of line$ in type compo-
.« -4  sitionandte indent ) ! N

7. Select true statements concernmg measunng type by placutg an "X" in the appro-
priate blanks.

3

-a. Body size is measured from the bottom of the descender to the top of the
ascender . ’

~ Y
¢

b. Line length is also known as "measure”

n

- c. Type 12 points or smaller is known as “display" type

d. “Leading is measured from bazline'to base line
e. Line length is measured in picas with a line gauge
8. Select true statements concernin? copyfitting,by placing am, "X" in the appropriate
blanks. ' T

\. v

-

a. To determme the depth of typeset copy, caICuIate leadjng plus type oint ‘
size times number of lines ;‘ : 2

b. To determi e the total of typewritten, characters on an elite t/Bewrlter

\ multiply Im length by 10, times the number of- Imes Jo .

»




j . v . v ’ '
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} - . “ ‘ - : , / g
. C. In using the vertical line method, one should begin by drawing a vertical‘ '
‘ line down' the typewritten copy at the end of the shortest full line of type

l . d. To convert typewriter characters .to typesetting, one should determine
both type size a haracters per pica .

9. Select true statements concerning marking ug copy.

a. Marli instructions on the copy, pot in the margins T .

[y \

b. Mark type style and sizg on text and displéy copy >

¢

c. Mark lin¢ measures and leéding-‘ e,

* ° -
.

d. After preparing copy, read and ‘correct it with proper proofreading marks

10. Measure the type in the example shown below.
.

»
r

k3

4

Univers Bold,___onL(_iDtSJeadi"Q’ - ;

@
[} L4

terms as “poﬁt,“ “pica,’”” ""measure,’” “leading,” and “justify,” plus some mathematical .

.
L ‘ \ S
- Measuring and fittirig type are not difficult processes, but they require knowledge of such
\

o

‘ ability.

i

£l i
‘" a. Linelength
. - \ b. Body size of type ' ——

c. Points of leading
11. From the typewritten copy below, calculate,.in “and points dimensions, ‘the
space it will occupy if it is set solid in 12 point Al oman, 2.5 characters per pica,
and justified on an 18 pica measure. ' .

R L
exactly how much space a given piece of copy is going to occupy when it is
; set in type. The reason for this unpredictabili / is that, in type, different
‘ characters are of different widths, and (since it would take too much time
to add up all the different Widths of all the different characters) we use an
average character width in our calculations. As a result, your prediction of
space to be occupied by type in a medium-length paragraph may be a ling ‘
N . or so long or shorty E -

. ’ . deep by 18 picas wide .
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2. 15 pica measure

3 30 point Futura Bold, all capital letters

3
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‘ " TYPOGRAPHY -
: UNIT 11 -
] . P ANSWERS TO TEST

11 u. 23
19 v. 21 o v
14 w, 2N

9

18

k. 20

.6
m. 12
n 16
0]
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©
AN
L}

M

Lo
e

’

6\
(2]
G —
—
-

©a 2 . ) s ]
b 1 . .
: c. 1
d 3 ]
6. a,cef )
¥ . -
’ 7., a,b,d,e . . . )
8..a¢d Y
- * L ‘
# 9 b,cd
»
10. a. 35 1/2 picas ‘
b. 11point - - . - )
, ¢~ 12points =~ ’ )
1. Mpigs - . ' ,
~ N 1} . .
. - " . )\“ s "I |
: g
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. DESIGN PRINCIPLES
. UNIT 111

UNIT OBJECTIVE

L]

After completion of this unit, the student should be able to select true statements con-

~cerning white space and simplicity, horizontal and vertical centers, proportion, and methods

used to

achieve rhythm. The student should also be able to complete a drawing of the

‘ : printer's color wheel and label magazine ads which utilize design principles. This knowledge

g will be evidenced by correctly performing the procedures outlined in the assignment sheets

[

: 1.

2.

15

« and by scoring 85 percent on the unit test.

- "10.
1.
12.

I

: 14.

- 16.

~

SPECIFIC OBJECTIVES

" After completion of this unit, the student should be able to:

Match terms related to design principles with the correct definitions,

Select true statements concerning the characteristics which contribute to the
fitness of a layout. 4 '

I \

Match the-effects of tone with their type characteristics.

Identify methods used to .achieve emphasis. -

~

Select true statements concerning the use of white space and su"mplici”(cy.
Identify types of balance. - o,

Select true statements concerning-horizontal and vq{tical centers.

»

Select true statements concerning proportion,

Identify types‘of good and poor shape harmony.

Selegt true statements concerning method$ used to achieve rhythm.

14

Select true statemients concerning color.

Complete a drawing of the printer's colotr wheel with the proper p.rimary and

secondary colors. .
. o

Match term&lelated to color harmony with t\ne correct definitions, ®
) * \ .
Select true statements concerning color balan

. Select true statements concerning col’electio .

Match colors with their characteristics. ’ ..

185 ‘
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17. Distinguish betwee\n’”types of good and podr shape HBrmonyI ,

18. Identify methods used to achieve rhythm.

19. Lakgl magazine ads which utilize design principles.
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DESIGN PRINCIPLES
UNIT I

H
L

SUGGESTED ACTIVITIES

Provide student with objective sheet.

Provide student with information and assignment sheets.

)Make tran

I
:

sparencies.

Discuss unit and specific objectives.

Discuss information and assignment sheets.

Gl-67-B

~—

"A visit to a commercial artj department or advertising agency to bbserve design
being utilized isMJggested, as well as the making of anv job shegts the

principles
instructor

deems necessary.

Jynstructor should bring a color wheel to class and discuss properties of color.

Invite an art teacher to class to discuss design principles and color. )

Create some layouts utilizing design principles tau

with class.

Show examples of spot colors used in ads and discuss.

Give test.

Included i

INSTRUCTIONAL Mf\TERIALS

n this unit: »

A. Objective sheet

B. Information sheet

C. Transparency masters

1.

TM 1-Methbds Used to Achieve Emphasis

2. TM 2-Typgs of Balance

3.

LY

TM 3--Types of Good and Poor Shape Harmony
TM 4--Methods Used to Achieve Rhythm

.

’

ght in this unit and discuss

-



. Assignment sheets

w 1. Assignment Sheet #1--Identify Methods Used to Achieve Emphasis ,
2. Ass@nment Sheet #2 -Identify Ty)pes of Balance

¢ , 3. ‘Assignment Sheet #3- Dlstmgunsh Between Types of Good and Poor
<. Shape Harmony

4. Assignment Sheet #4:-Complete a Drawing of the Printer's Color
Wheel with the Proper Primary and Secondary Colors

5. Assignment Sheet #5-Identify Methods Used to Achieve Rhythm

‘ 6. Assignment Sheet #6£Label Magazine Ads Which Utilize Design Prin-
ciples -

»
D. Answers to assignment sheets :
A

E. . TeSI . ) X . ) A‘ .
, : " Y A
. . . ' W . Y
v - . F Ahswers tQ test - * . ) ,
N ~ : . PR
L References* R . . . ,

oo,
v )

A Hawkmson Bruc“e Graph/c Arts: A Curr/culum Manual. Albugquerque, NM
. 87503 Vo-Tech Division of the -New Mexi¢o State Department of Educa-
Lot thn 1975, : .- <

B. Cogolt, John. E. Photo-Offset Fundamentals. Bloomington, IL 61701:
", McKnight Pubhshmg*Co 1980, ) . B
C. Spence Dr.. William and Dr. David Vequust Graphic Reproduct/on Peorla “ ,
IL 61615: Chas.'A. BennettCo Inc., 1980 : °
D. Prust z’ A Photo-Offset L/thography South Flolland IL 60473: Good-
-, Hheart- W?ﬂcox Co., Inc,, 1977

E - ~E Brockhutzen Rlchard J. Graphic Communications. Bloon'hngton IL61701;
~ McKnight & McKnight Publishihg Co., 1973. E
F. Orr, Kenneth. Printing Layout and Des:gn Albany, NY: Delmar Publ., R
: 1968.- -
Hl. Additional Materials -- Kodak Pubhshlng Graphic Design. No. GA 11-2. Roches .
ter, NY 14650: Graphic Markets Div. /Eastman Kodak Co., 1976 . .
[ ] ! A '
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DESIGN PRINCIPLES
UNIT I

INFORMATION SHEET

. Terms and definitions
A. Element--Each individual portion of the printed message

Examples: A heading, an illustration, a paragraph, a footnote, a decora-

B. Fitnels—-Physical approprigteness of type and paper to the printed message

C. Tone--Psychological appropiateness of type and paper to the grinted mes-
sage

nts on a page to attract most attention

AN

D. Emphasis--Arrangement of ele
to the most important element

c et et P

. \
Balance--Pleasing arrangement of elements on a page

‘ (NOTE: Each element should relate to the center of the page in such a
B - way that one side of the page does not appear heavy with type, while the
. ’ other side is blank {light) or nearfy blank.}

F.  Proportion--Pleasing aryangemént of margins, page sizes, and shapes
G. Shapﬂharmony--CompatibiIity of all the elements on a page
H. Rhythm--Leads the readbr's eye in the desired direction and draws attention
to various elements of the design
\ .
(NOTE: Design temms often have more than one name. For example, fit-
, ness and tone are referred to as style; emphasis is called Y‘ontrast; shape
harmony is called unity, and rhythm is called movement.)
I. Color tone--The lightness or darkness of a color
J. Hue--One color added to another color
K. Shade-Black added to a color to make it darker
- L. .\Tint--White added to a color to make it lighter

\

y -
M. Intensity-The full strength or purity of a color . :

>
’ 2

' . N.  Primary color--One which can not be made by mixing other colors

%
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INFORMATION SHEET .

Characteristics which contribute to the fitness of a layout

A. Compatability of type size and style with paper

B.. The use of decorative borders

C. Size and shape of layout

D. Kind and weight of pap‘er

Effects of tone ;nd type characten§tics {Figure1)

A. Restrained and formal--Type style with dignity and formality l ‘
B. Sfrength, péwer, and masculinity--Sturdy, heavy type style g

C. Light, airy, femj;\iné--Thin and flowing type

" FIGURE1  Types Displaying Tone

. ﬁntl’n‘ - {  POWER. L
— | Sheruices TOOLS

e |

Formal + . Strong. Powerful

Bos ond

hY
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‘ . INFORMATION SHEET’

V. Methods used to achieve emphasis (Transparency 1)

. A. Elements larger or heavier than other elements on layout (Figure 2)
w 4

L 4

FIGURE 2

TODAY

Il

: Emphasis by Type, - y
' Size and Weight

+
L

- ‘ ‘ B. Contrasting type faces (Figure 3)

» <« L

+

FIGURE 3 ’

- -| therest |
¢ . of your’ | ,
- life - . :

Emphasis by Use
of Contrasting Type.
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INFORMATION SHEET

~

.

C. Arrangement on page to contrast with other eletents (Figure 4) "“

-

FIGURE 4

L | .
o

Emphasis by Arrangement

D. Different color ink for one element

€. Screen tint -

~-

1. May be used for one element = - 1
2. May be used for all but one element
F. Borders around one element
G. _ Ruled lines
1. Around one element ‘ y
2. Pointing toward one element i !
V. Use of white sp‘ace and simplicity '

A. White space affects the quality and readability of material to be printed‘

(NOTE: More information can often be communicated with less type and ‘
- careful use of white space.)

B. Simplicity
1. Too many different type styles should be avoided

2. Elaborate, Tancy type styles can ruin the®&ffectiveness of a design unless \
used carefully and sparingly !

B2 8 4
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‘ INFORMATION SHEET

VI. 1"ypes of balance (Transparency 2)

A. Formal balance (Figure 5) )

»

1. Each element. that appears on one s)de of the design also appears ,
’ ‘ on the other side ;

2. Us'UaIny built around a vertical center line

(NOTE: Formal balance is generally used where dignity is required.)

/

) o FIGI..JRESE ;lh * ‘

PEKING
CHINESE
: RESTAURANT

canny our

377'7585 ) ¢+

203 S KNOBLOCK ~

7 - - Formal Copyright-from Southwestern Belt < -

B. Informal.balance (Figure 6) u

¢
. 1. Design is not symmetrical
2. Elements are distributed in such a manner that their weights balance
each other

4

FIGURES , | GAGE WESTERN'
. STORE

Justn Tony Lama
8oots

Lev, Lee Wianger
Seddiss & Tack

. o 27t Amiversary

372-3338

1ISW 7th

Informal Copyright from Southwestern «Bell

193




VII.

{

~

. ° . : ) ) A
FIGURE 7 . T

" A. Horizontal . ? N -

INFORMATION SHEET . , :

4

. L4
Horizontal and vertical centers . -

| W

‘ . . *

1. The center' from side to side

X . ' I
2. Mathematical center, when measured

(NOTE: If page is to A bound, the type of birﬁing may require con-
sideration in determining the center of the desigr.

14

B. Vertical (Figure 7)

1. Optfical, or apparent center, from top to bottom

2. Not a true mathematical center -, »

(NOTE: To find the optical center, divide the page vertically into 5
. equal parts; the center of balance is not at the mathematical center, but
rather 2/5 of the way down the page.) .

.

3. Center”of baldnce between two or more élements should Yollow the
bage center of balance .
page cer ce «<

/

2/5
FOPTICAL CENTER




‘ : INFORMATION SHEET

The heavier the element in relation to other elements, the nearer
it should be placed td the center of balance

[ 4
F -9

" ]
(NOTE: Finding the center of balance amond elements is similar to
finding the center of balance on a teeter-totter. See Figure 8.)

. FIGURE 8 .
, Optical
light heavy | — center
oA A | EF
M ) \,Fulcrm_n . ,

\N « =
, .

VIIl.  Proportion ) ) ’
] - . .
) A. Margins .
[l » . . ‘ .
‘ } 1. Single page margins should make type area appear optically centered

2. Facing pages normally have inside (gutter) margins 1/2 to 3/4 size of
outside margins

L3

) B. Borders
X - 4 May be ruled or decorative
Margin outside border should be approxlmately 1 1/2 tlmes as wide s
) as margin inside border
7 s
. Pagesizes
: g -
¢ s
1. Regulation of sheet dimensions will aid in achieving proportion
’ \ 2. Page sizes are usually in a 2-to-3, width-to-height proportion
. ‘ ' . .
. .
’ ' / .
- - . AN,
/
, 199 —
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“IX.

INFORMATION SHEET

D. Type in relation to page size (Figure 9) .
1. Ideal proportion is type atea equal to area of all four margins

2. Slight variations,-for purposes of economy or design, are often made

s

FIGURE 9

E_ Type Area
— 5-1/2"x 8-1/2..
46-3/4 sq. in.
-« Margin Area
. (white) 46-3/4sq. in. -
- - ’ N
81/2" -

Types of good and poor shape harmony (Transparency 3)

(NOTE: A layout-has h fmony or unity when the elements appear to be related
and held together.)

N 4
A. Good shape harmony -

1. Types styles should be appropriate to shape of page
a. Condensed type--narrow pages
» b. Extended type--wide pages

2. Relative dimensions of block of type should harmonize with page
shape

3. Type harmony may be achieved by using only one type family )

4, When combmmg two or more .types, general shape oharacterlstlcs
should remain the,same

B. Poor shape harmony
1. Never use script or text type in all capital lettérs

2. Never split words between two lines that Ioglcally belong on the
same line

Example:

President Finds Arms President Finds Arms Agreement
Agreement A Good One vs. A Good One for Countriei?igning

AN For Countries Signing -




' INFORMATION SHEET

X. Methods used to achieve rhythm (Transparency 4)
A. Examination of{ayout usually begins at optical center

B. Exploration of layout continues in a clockwise direction, from center,
" to upper left, and around

\ | /
C. 'Pointing devices are often used to direct the eye
D. Element positioning may suggest eye movement
XI. Color £

A. Primary colors

1. Additive process primary colors-red, blue, and green

o a. 'Light rays of certain colors are added to other light rays to pro-
/' duce (add up to) a new color
\ b. The additive process is used in process color .separation, color
. photography, color television, and stage lighting

2. Subtractive process primary colors-red (magenta), yellow, and blue
(cyan) '

o a.  White light interacts with a colorant (such as ink) which subtracts
(absorbs or filters out) some of the colors from the white light and
allows the unabsorbed colors to be seen by the eye

b.  The subtractive process is used to”produce printing in full color

-

B. Secondary colors . .

1. A combination of any two of the primary colors

“

.
2. The secondary colors in the subtractive process are violet (blue and
‘red), green (yellow and blue), and orange (red and yellow) <

C. Tertiary colors

1. A combination of any two of the'secondary colors résults in a third or
~ tertiary color

* P

- (NOTE: Tertiary is pronounced tur-she-a-ry.) B . _'* - -

2. The tertiary colors are: russett (orange and violet), citrine (orange and”
green), and olive (green and violet)
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INFORMATION SHEET - '.
J 4
D. Intermediate c.glors
L) 1.> By comPining primary and secondary colors, other hues can be f?rméd
\2. The various combinations are shown in Figure 12 Lo ]
(NOTE: Black and white are not commonly spoken of as colors. .
Black is the absence of color and white is the presence of all ‘colors.)
XIl.  The printer's color wheel . ) )
A. Primary colors (Figure 10) ’
’
1. Red, yellow, and blue )
2. Foundation of color wheel
3. Place in triangular position as shown in Figure 10 .
. J
FIGURE 10
“ ] .

~ - N /
\, 0 \\_’/ /,
. \\\_—-’//

é .




GI1-798B

INFORMATION SHEET

N

B. Secondar;l colors (Figure 11)

1. Orange, green, and violet

2. Orange is made from red and yellow, and should be placed equidis-

tant between them
3. Green iscnlde from yellow and blue, and should be plai:ed equidis- v

. tant between them

4. Violet is made from red and blue, and shou(d be placed equidistant

between them

FIC{JRE 1

N

C. Intermediate colors ..
a“ . \

1. Colors are red-orange, yeltow-orange, yellow-green, Blue-green, blue-
violet, and red-violet

ange, and should be placed between

-
-

2. Red-orange is made from red 3nd or

them as shown in Flgur 12 . . g "

-

199




INFORMATION SHEET

3. The remainder of the intermediate colors should be blaced between
the secondary colors of which they are composed, as shown in Figure

12 .
FIGURE 12
\ : 5/\

w

e

o + m -

w .0 o

e . 3,

¢ .

&

X1 Color harmony

1

1 ‘

* A.  Monochromatic harmony

1. Two or more tones of one color -
*
2. Using colored stock with a darker shade ink of the same color will
result in harmonious printing - ! . ,
3. Using white stock, monochromatnc harmony may be achieved by usmg
dark colored type with tint blocks, rules, or borders

B. Analogous harmony (Figure 13) :

1. Cc)mblmng adjacent (next to each other) secondary colors of the
! printer's color wheel will create harmony

A




. INFORMATION SHEET

2. More than two adjacent secondary colors should not be used, as they
will not harmonize .

G. Complementary harmony -

‘1'.. Use of two colors directly opposite from each other on the color
wheel (Figure 14)

2. Contrasts are formed that attract attention




828

INFORMATION SHEET

3. Should not be used together in pure form,.but one light and one

. darker

e .
ik

Sl

D. Spiit complements -

FIGURE 14

1. The colors on each side of the complement may be used instead of.‘
thp compiementary color (Figure 15)

2. Use of split complements results in three color printing

P
'y

aQr

<
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INFORMATION SHEET

- - .

E. Triad method (Figure 16) " .

-

1.

3.

. FIGURE 16

The triangle that is formed on the color wheel by the primary colors of
red, yellow, and blue may be rotated to any other combination of three
colors to create triad harmony . ‘ :

-
.

When using triad combinains, <they should not aII‘ be of the same
strength or intensity .
(NOTE: One should be light, one dark, and the other halfway ‘in
between.)

Equal amounts of the colors should not be used, but a large amount of
one, and smaller amounts of the other two will give harmonious results

. N

F. Black, white, and gray

1.

May be used with any color or combination of colors and result in .
perfect harmony

. ‘ ° -
Colors that do not harmonize may be brought into harmony by sep-
arating them with bands or edgings of black, white, or gray

-3
~
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XV.

INFORMATION SHEET

/
Color balance

A. Horizontal

\

1. If color is used on one side of page, it should be repeated 4on the other

side
2. The larger the mass of color, the nearer it should be placed to the -
center of the page "
B. Vertical
. r
1. If color is used above the optical center of the page, it should be
balanced by color below the center
2. Balance may be achieved by use of rules, symbols, or borders of the
color .
Color selection
£ B
A. Preferences
1. In pure colors and in shades, men prefer blue first
’ 2. Red is the first choice of the pure colors for women, and violet is
preferred in shades
- .
3. Pure, brilliant colors should be used when printing for younger people
4, Older persons prefer soft tones . .

{
B. Cool and warm colors / R

. . -
1. Cool colors--violet, blue, and dark green .

3

a. Present a cool sensation to the observer

b. Used to advertise a cool drink or a summer camp

A Y ’
2. Warm colors-red, yellow, and orange

v'a.  Associated with sunshine, fire, etc.
\ -

b. Well suited for printing ads on hzaters and blankets -

C. Backgraund colors

1. Warm colors advance, or appear closer to a reader

o

2. Cool colors recede, and in most cases, are better background colors, as
this makes type more pronounced



INFORMATION SHEET

D. Appropriate colors ' -
1. Make colors suitable to the type of product to be advertised

2. Natural colors should be used when printirg objects that are a common
color

Example: A cut of an orange to be printed in color should be
printed in orange

Characteristics of color '( .
A. Red
1. A bold and powerfui color

rl
2. Appealing, but overuse makes it commonplace

3. Not a good background color as it makes type hard to read

4. Small sizes or lightface type should not be reversed on red

AY

B. Yellow
" 1. Abrilliant color, suggesting light or sunshine
2. A good background color when used with blac.:k or dark type
3. Should not be used for type matter aS'i} is hard to read
4. Reversing of type on a yellow background should be avoided
C. Orange
1. A brilliant color suggesting wealth or happiness .
2. One of easiest COIor§ to use and can be used in almost any manner
D. Green
1. A color of nature, suggesting sincerity T

-
2. Appropriate for use in any manner and may be used in large or small
quantities

E. Violet
1. Symbolic of splendor and royalty

2. : Tints, or shades, makes a good background color
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® - Methods Usegi to }cﬁipve Emphasis

| TODAY | = | Todayis
— ) ~ theFirst
- - Day of
= . .. therest
= | ofyour
' life -
Emphasis by Type, - ‘Emphasis by Use .
’ | Size and Weight of Contrasting Type
=
N | Emphasis. by Arrangement - |
- . L A - ) g
™™ 1

Q . Ny ‘

" ERIC \ o 207




Types (}f Balance

— — "
PEKING
CHINESE

RESTAURANT

T CARRY QUT

- 377-7585

. 203 S. KNOBLOCK

-

. Copyright from Southwestern Bell
Formal vt s

GAGE WESTERN
~ STORE

Justin - Tony Lama
Boots *

Levi - Lee - Wrangler

Saddles & Tack

27th Anniversary .,

372-3338

115 W. 7th

Copyright from Southwestern Bell
Informal

~
QU S M2
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" Types of Good and l.’odr,,\S,Iiape Harmony

”~

-~ 1
[ ]

" UNION o
. , , UNION |
S .HOTEL HOTEL |
A |

- s
UNION HOTELS |

UNION HOTELS °

1. Good Shape Harmony. 2. Poor Shape. Harmony.
Type is.set into a shape - Type groups are not
similar to shape of page. the same shape as
The condensed type shape of page. '
harmonizes with style K .

of paper.

Smith arrested in café¢] | Smith arrested.in |
robbery attempt cafe robbery attempt

3. Poor Split of Line. - 4. Good Splii of ‘Line.

. »
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Methods Used to Achieve Rhythm

~ -

l

[N

»

A. Examination of layout B. Exploration continues
begins at optical center. in clockwise direction -
* from center to upper left,

and around. ?

C. Painting devices used - K
to direct the eyes.

Reprinted from Graphic Reproduction, Copyrigf;t 1980

by William P. Spence and David G. Vequist. Used with
permission of the publisher Bennett Publishing Company,
Peoria, IL 61615. All rights reserved.

‘D. Element positioni}\g
may suggest eye movement.

¢ ™ 4

210
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: ’ DESIGN PRINCIPLES
' UNIT 11

ASSIGNMENT SHEET #1--IDENTIFY.METHODS USED TO ACHIEVE EMPHASIS

Direction: Identify the methods used to achieve emphasis on the illustrations below by
indicating with the proper letter. Answers may be used more than once and more than one
method may apply to some illustrations.

a 4 -
- . a.  Large, heavy elements . 7N
b. Contrasting type faces
c. + Arrangement \

d. Color.

{ Todayi | ‘
| t:egt. | K“‘ TODAY
@ Day of . ‘Q“

the rest

of your
life

smnﬁ

. JIM STANTON

STORM
WINDOWS

CUSTOM suILT
WINDOWS & DOORS

nnlkmuunou

SAND. RESTAURANT
’".L L%ND - STEAKS - CHICKEN - PULL MENU ORDER FREE ESTIMATES
6 AM -9 PM MON-SAT 311.' 11'
CONCRETE & MASONRY sttt 0 Sesder 11 A 7o 130 P
RADIO DISPATCHED 7 AM -7 PM SUNDAY
6240737 372-8242 %
SW OF CITY PERKINS
STILLWATER TIL NO. : T L6 1203 $ Main
4. - 5. ‘ 6. -
W ; Copyright from Southwestern Bell




DESIG’\ZQBINCIPLES

UNIT 111

<
ASSIWNT SHEET #2--IDENTIFY TYPES OF BALANCE
N .

.. Dtrectlons Identify types$ of balance'in the illustrations shown below by writing under each
whether 1t 1s formal balance or informal balance

»

0
Assdcarsrisrrcrvrav A NS

STEEL SUPPLY | %  ACE . _AMC
& FABRICATION 4 PLUMBING (0. TRUCKING
E REPA'RS 1106 §$ MAIN Coo
EVERYTHING IN STEEL : WATER HEATERS .
) & ALL TYPES ‘ SEWER SERVICE
s OF WELDING | WATER WELL REPAIRS

CENTRAL HEATING
808 RYAN - Owner

372-2500_
377-3060

377-0214 . %
. - sy Ohm
€ of City 3 Mi East on 51 1224 S MAIN CEE LA HASONRY SAND

[
’
¢
¢
’
¢
’
¢
4
4
4
[4
4
¢
¢
4
4
¢
’
¢
¢
4
¢
4
,

SATLLLLIIL LRI LVN DRV N LY

- - Food With Character ,
SETT o : RANCH ACRES
Afuo;t::w . MOBILE HOME CENTER
iy SEaro0D SOM ABDITION
v'THF DEALER SERRO SCOTTY STEAKS ROOM ADD'TIONS
THAT MAXES THE  pockwoob CHICKEN NEW - USED -RENTAL SPACES
: Solas - Sarvice f::'lsque TIE DOWNS  PARTS -
A .
RNTALS nencing ‘ DO IT YOURSELF KITS
* TRAVAL-SALES * Hes M 11 M 1o 9 P CHARLES F BRADLEY Owner
nmn nlll RED BAN DANA 372-0796
18- “4 llli
PAWN 3774443
18-762- 151‘ 619 E medbud Dr 2%7 M1 North of 177 Drive Inn Theater
500 SIXTH ST S OF MONTICELLO APTS N OF CiTY

4 5. 6.
‘ Copyright from Southwestern Bell

A
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' . DESIGN PRINCIPLES
UNIT 111

v

-

ASSIGNMENT SHEET #3-DISTINGUISH BETWEEN TYPESOF .
GOOD AND POOR SHAPE HARMONY*

Dsrec)ons Distinguish between types of good, and poor shape harmony by placinga "G"

before the dgscriptions of good shape harmony and a "P" before descriptions of poor
shape harmoiy }

-

1. Type styles should be appropriate to shape of page
2. ConQensed type should be used for wide pages

3. When combining two or more types on a layout, they should have different -
shape characteristics

-

4, Extended type faces should be used for wide pages

5. Relatwe d:mensnons of blocks of type should harmOmze with page shape
6 Type harmony may be achieved by usmg many type families on each layout

© - \ -

€ V¥




-

DESIGN PRINCIPLES
UNIT 11

ASSIGNMENT SHEET #4--COMPLETE A DRAWING OF THE
PRINTER'S COLOR WHEEL WITH THE PROPER PRIMARY
. . AND SECONDARY COLORS
\ .
Directions. Complete the printer's color wheel below by placing the proper letter in the
appropriate position. ‘

.

-

A

B.
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' ‘ DESIGN PRINCIPLES
. . . \ UNIT 111l
ASSIGNMENT SHEET #5-IDENTIFY METHODS USED TO ACHIEVE RHYTHM

N

Directrons- Identify the methggls used to achieve rhyth' on the illustrations below t;y
indicating with the proper letter. v P

s A., Examination of layout usually begihs at optical center
Id »
/ B. Exploration of-layout continues in a clockwise direction 1
C. Pointing devices are Used to direct the eye

D. Element positioning may suggest eye movement

”
] |
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L, : DESIGN PRINCIPLES
UNIT 111

"ASSIGNMENT SHEET #6--LABEL MAGAZINE ADS wmcy«
\ UTILIZE DESIGN PRINCIPLES

-

Directions From magazines furnished by instructor, collect ads utilizing desién principles
studied in this unit. Cut these ads oyt, paste on a sheet of paper and label each ad as to what v
design principle 1s shown. Find at least one ad of ‘each design principle listed below. '

1. Fitness ‘
2. Tone \
3. Emphasis
., -
4. White space or simplicity
5. Formal balance . '
. , "
6. Informal balance ' - /7'
. . . . . !

7. Rhythm

8. Color harmony < : N

9. Color characteristics

~/
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DESIGN PRINCIPLES
T WUNIT

)/

ANSWERS TO ASSIGNMENT SHEETS

’

Assignment Sheet #1

1. b -4 ﬁorc’ ) . \

2. c, 5. borg

3 a - 6. a e

‘ L -

Assignment Sheet #2
) 1. Ft:_\rmal 4, I;forma} ¢

2, Formal * = 5. lnﬁrm’ai . » .

3.'.|nformal 6. Formal .

Assignment éheet #3

1. G 4. G
20 s o0 \
3. t’ 6. P

< et

-

" Assignment Sheet #4

- V1 E 4. C

2. B 5. A ' )’
3. F 6. D " : )
t i

Assigﬁment Sheet #5

e
'

1. B 3 C

»

2. D 4. A

»
Assignment Sheet #6--Evaluated to the satisfaction of the instructor

-

g}
[
-J
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DESIGN PRINCIPLES
‘ UNIT I

NAME '

TEST

1. Match terms related to design principles with the corfrect definitions.

a. Physical appropriateness of type and paper to 1. Rhythm
the printed message
N . 2. Proportion
b. Psychological appropriateness of type and g
paper to the printed message 3. Hue
>
c. Arrangement of elements on a page to attract 4. Tone "
most attention to the most important element 5. Emphasis | H
o ' " 9 6. Color tone [
e. Pleasing arrangement of margins, page sizes, 7. Shade
. and shapes ) - ]
- 8. Fitness ¢ [
f. Compatibility of all the elements on a page L
. ' 9. Element
g. Each individual portion of the prinfed’mes- T
sage 10. Shape
. harmony
h. Leads the reader's eye in the desired direction - 11. Balance ‘
) and draws attention to various elements of ’ )
thiemgn ' 12. Primary color
i. The lightness or darkness of a color 13. Tint’
/W . .
j- One color added to another color . 14. Intensity
k. Black added to a color to make it darker
|. White added to a color to make it lighter /

m. The full strength or purity of a color

n. One which can not be made by mixing
other colors




Select true statements concerning the characteristics which contribute to the fitness of
a layouf by placing an " X". in the appropriate blanks.

a. Theslzeand shape, of a layout is considered a fitness characteristic
L 4
b. Selection of type to match a theme is another characteristic of fitness

¢. One characteristic of fitness is the compatability of type size and style with
paper

Match the effects of tone with their typescharacteristics.

a. Restralnéd and Yormal 1. Thin and flowing type-

b. Strength, power, and masculimty ) 2 'fl'oyr;r):asgty»!e with dignity and
<. Light, airy, teminine 3. Sturdy, heavy type style

Identity tne methods used to achieve emphasns on the |||ustratlons below by mducatmg
with the proper number

(NOTE: Answers may be used more than once and more than one method may apply
to some illustrations.)

> al

1. . Large, heavy elements 3. Arrangement

2. Contrasting type faces 4. Color

FOOD MARKET | Whll‘] ool BEAUTY SALON |

HEATING & COOUING uODUCYS -

NONEST VALUE IN SPECIALIZINGIN | -
P AR Selés — Sorvice — Estimates MEN & WOMEN
. cuv.vx.;o:a"s‘::c.w'-:::‘nom New Cematruction —Remedsling CUTTING & STYLING ,
loclwding BAR 5.CUL . OROP-INS WELCOME ’ ,‘

—

Copyright from Southwestern Bell .

]

a. ‘ b. c. ‘
’ *"' n s
Select true statements concerning the use of white space and simplicity by placing an

"X" in the appropriate blanks. . _ .

. ° a. White space is another term for negative lettering )/

b. The amount of white space planned affects the quality and re@bili_ty
of matenal to be printed

c. The use of too many ditferent type styles on a design should be avoided

"d. Elaborate, fancy type styles can ruin the e\?ectiveness of a design unless
u-sed. carefully and sparirigly
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6. Identify types of Balance in the illustrations shown below by writing under each
whether it is formal or informal. - .

\\\\\\\\\\\\\s\\\\\\ss\

H on INFLATION

’
REPAIRS . / )
WATER HEATERS with our

¢
¢ Q
M ’
: Put the ""IBITE"
[
¢,
4
¢
¢
14
,
¢
'4
SEWER SERVICE ’ new
4
¢
’
4
¢
¢
’
’
¢
’
¢
¢
[
/

WATER WELL REPAIRS
CENTRAL HEATING

908 RYAN - Owner

'377-0214

1224 § MAIN

TRTLRTRRLRTLLLAAGRNSNAL AN,

| Money Market Certificates
First Savings and Loan
1614 East 16 " Street
Stillwater, .Oklahoma 74074

N

TRITLITRTTITARILLTRALATRIALTATANY N AN S

b.

7. Select true statements concerning horizontal and vertical centers by placmg an "X" in
the appropriate blanks, * '

. a Horizontal center |strom side to side

b Vertic center()f a page is from top to bottom

c. The heavier the element in relatlon to other £lements, the nearer it should
be placed to the center of balance .

d. Vertical, or optical center is a true mathematical center
a
8. Select true statements concerning propomon by. placmg an "X" in the appropri-
. até blanks.

+ a. Page sizes are tjsually in a 2-to-3, width-to-height proportion

b. Facing page inside margins are normally the same size as{the outside mar-
gins

. \/ - 8" Type on a page is in ideal proportion to the total page when its area is equal

to the area represented by all four margins

. -

*
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9. . Identify types Bf éood and- poor shape harmony by placing an "X" under the illus-
trations which show good shape harmony.
o ¢
For a Fora WHALE of
1 WHALE ,
. of a a DEAL
- . DEAL See Bill Williams at
%
‘ -
See ‘Bill Williams at /| WILLIAMS SOUTH TOWN .FORD
WILLIAMS SOUTH TOWN FORD - "
908 16 ™ AVE. STILLWATER 908 16 AVE. STILLWATER
a T b.
s
t
Mary Jones in Labor Budgeting seminar planned
Union Contract Talks - : for February 29
d.
\ 20
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10. Select true statements concerning methods used to achieve rhiythm by placing an
"X" in the appropriate blanks. :
a. Element positioning may suggest eye movement )

b. Examination of layout usually begins at optical center .

c. Exploration of layout . continues in a clockwise direction, from center,
to upper left, and around )

11. Select true statements concerning color by placing an "X" in the appropriate blanks.

v

i

a. Additive process primary colors are red, blue, and green

b. A combination of acny two pi'in,\ary colors results in a third or tertiary
color

3

c. The secondary colors in the subtractive process are Violet, green, and orange

. By combining primary and secondary colors, intermediate colors can be
formed ‘.

G

—d

12.

~

Complete the drawing of the printer's color wheel below by placing the proper number .
in the appropriate blank.

1. Red 4. Orange
2. Green 5. Yellow P
"3.. Violet 6. Blue )

[




s e
A

f.

a

blanks.

a.

b.

C.

d-v

e.

. If color is used on one

~

Match the terms related to Eolor harmony on the right with the correct definitions.

Use of two colors directly opposite from 1. Monochromatic
‘each other on the color wheel harmonies
e ; IR 2. Analogous harmon
Use of these will result in three color printing . g0 Y
L o . rplementar
May be used with any color or combination 3. Complementary

. harmon
of colors and result in perfect harmony oy

4, Split complements
Two or more tones of one color
. 5. Triad method
When using cofmbinations in this method,
colors should not all be of same strength 6. Black, white,
or intensity and gray

Combining adjacent secondary colors of
printer's color wheel will create harmony

Select true statements concernmg color balance by placing an "X" in the appro-
priate blanks.

»

The larger the mass of color the nearer it should be placed ta the center of
the page

4

e ¢f the page it should be repeated on the other
side ‘

. o : ¢ "
Balance will be upset if rules\symbols, or borders of colors are used

If color is used above the obtical center of the page, it should be balanced by
color below the center

Select true statements concerning color selection by placing an "X" in the appropriate
g

. B .

Warm colors include red, yellow, and green
Cool colors include violet, blue, and dark green
Cool colors are better background colors than are warm colors

Natural colors should be used when printing objects that are a common
color

PO
)
W
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16.LMatch the colors on the right with their charactéristics. .
- a. Should not be-used” for type matter as it 1. Red
is hard to read . '
2. Yellow
b. A brilliant color suggesting wealth or happi-
ness : 3. Orange
c. Suggests patience or quietness 4. Green
d. Symbolic of splendor and royalty 5. Violet
. 6. Blue
e. Small sizes or lightface type should not
be reversed on this color
\
f. A color suggesting sincerity v :

17.
18.
19.

Distinguish between types of good and poor shape harmony.

Identify methods used to achieve rhythm. _,

Label magazine ads which utilize design principles.
(NOTE: If these activities have not been accomplishe& prior to the test, ask your '
instructor when they should be completed.)




10,
1.
12.°

13.

14,
15.
16.

17.
18.
19.

a. 1land/or2
b. 1,20r3
c. 1lor2
b,c, d

a. Formal
b. Informal

ab,c

Evaluated to the satisfaction of the instructor

oo

~o 0

2 d.
’ e
c 6 f.

H =W

N =

5
4

-—

DESIGN PRINCIPLES

Evaluated to the satisfaction of the instructor

Evaluated to the satisfaction of the instructor-

-
\

UNIT [
ANSWERS TO TEST
i. 6 m. 14
k 3 n 12
.7
I 1
-
Ny~

"
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PASTE-UP PRINCIPLES AND PROCEDURES
UNIT IV

UNIT OBJECTIVE

After completion of this unit, the student should be able to center COpy on a paste-up, scale
copy, and crop a photograph. The student should also be able to prepare camera copy using
hand-cut ruby film, and prepare a complete and comprehensive layout. This knowledge will

be evidenced by correctly performing the procedures outlined in the job sheets and by
scoring 85 percent on the unit test.

SPECIFIC OBJECTIVES

After completion of this unit, the student should be able to:

1. Match terms associated with paste-up principles and procedures with the correct
" definitions.

-

N

Distjnguish between types of camera copy. -

.

w

Mgtch terms associated with registration methods with the correct descrip-
tions. ’

4. Select true statements concerning methods of ruling copy.
5. Match terms associated with imposition with the correct descriptions.
6. Select true statements associated with centering copy on paste-up.

7. Differentiate between the proportional scale method, diagonal line method,
and the formula method of scaling copy.

8. State the purposes for cropping a photograph. N

9. Select true statements concerning the.use of hand-cut ruby film.

10. Select true statements associated with preparing a complete layout.

11. Demonstrate the abiNty to':

’
/ a. Center copy on a paste-up.

. b. _ Scale copy.

c. Crop a photograph. -

d. Prepare camera copy using hand-cut ruby film.

=

, e. Prepare a éomplete and comprehensive layout. /

L




VIi.

GI-121-8

PASTE-UP PRINCIPLES AND PROCEDURES
- UNIT IV

SUGGESTED ACTIVITIES - <
Provide,student with objective sheet. - :

"I
Provide student with information and job sheets.

,Discussqunit and specific object'a/es.

- Discuss information sheet,

Demonstrate and discuss the proced‘ures outlined in the job sheets.
"Preparing Camera Copy for Reproduction,” a filmstrip from McKnight Publish-
ing Company (see reference- under Photo-Offset Fundamentals), details many
of the objectives in this unit.

Give test.
INSTRUCTIONAL MATERIALS

Included in this unit:
A. Objective sheet
B. Information sheet
C. -Job sheets —
1. Job Sheet #1--C;nter Copy on a Paste-Up
Job Sheet #2-Scale Copy ' ,

Job Shéet #3--Crop a Photograph

> W N

Job Sheet #4--Prepare Camera Copy Using Hand-Cut Ruby Film
5. Job Sheet #5--Prepare a Compl\ete and Comprehensive Layout ‘

D. Test

E. Answers to test

References:

“ <

A. Cogoli, John E. Phuco Offset Fundamentals. Bloommggon,, IL. 61701:
McKnight Publ. Co., 1980

\

R o)
2
~1
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B. Silver, Gerald' A. Modern Graphic Arts Paste-Up. Chicago, 1L: American
Technical Society, 1973.
C. Orr, Kenneth. Printing ljayout & Design. Albany, NY:Delmar Publ., Inc.,
1968.
- ~—— B —Hawkinson, Bruce. Graphic Arts-A Curriculum Manual. Santa Fe, NM '
87503: Vo-Tech. Div. of NM State Dept. of Ed., 1975:
E. Latimer, H.' C. Advertising Production Planning and Copy Pr;paration
for Offset Printing. 3rd Ed. New York 10036: Art Direction Book Co.,
1974.
* \
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PASTE-UP PRINCIPLES AND PROCEDURES '
‘ UNIT IV

INFORMATION SHEET

Terms and definitions

A
B.

Mechanical--Assembly of image areas on a base sheet
!

Adhesives-Wax, rubber cement, masking tape, or spray adhesive used to
hold copy to base sheet b

Camera ready copy--Copy which is ready to be photographed

Light table--Table with-frosted glgss top and light beneath glass

Line copy--Image lines and areas of a single density

. Continuous tone copy--lmage containing gradations or variations_of tone

Proportional scale--A circular skide rule used to find the percentage of
reduction or enlargement,of copy !

Reverse--A print made of copy. in .wh‘ich the colors are the-opposite of
the original '

Surprint--An overprint in which line copy is superimposed over a halftone
Ganging--To group together two or more jobs on a single press run_ * .

Contact print-A print, the same size as the negative, made on a photo-
sensitive paper ' . )

Crop-To mark an illustration or photograph to indicate whaf portion
of it is to be copied

Overlay--A sheet of acetate, tracin er, or similar mat?'ial placed over a

paste-up to hold copy that will appear in another color or for special instruc-
tions on the job

Imposition--The arrangement of pages in the proper order on the press
sheet

Dropout--A term indicating that certain areas of a photo or illustration are to
be left k, or unprinted A

Scaling-Determination of proportional dimensions of artwork or photo-
graphs when they are reduced or enlarged
1 Y

Hand-cut ruby film--A masking material which is a separate two-ply acetate,
film, usually ruby-redy adhered to a clear film base




INFORMATION SHEET
R. Keyline art--Artwork which is prepared for multiple color printing in which
the colors overlap slightly
S.  Windows--Transparent openings in film line negatives into which half- —5
tone negatives are stripped
. T. Gripper--Metal ffngers on a press which hold the, sheet in position while it is
) being printed \
U. Trail edge-The edge of the press sheet that is printed last
. V. Bleed--The image, when printed or trimmed, is designed to run off the
edge of the sheet
W. Signature--A printed sheet containing a number of pades, usually 4, 8,
16, or 32, that is folded, and bound in book form .
w L Types of camera copy
O o ) A. Line copy
_ 1. Display type
¢ a. Phototypesetting machine ' -
b. Free-hand lettering
c. Lettering machine
d. Clipart} -~ )
N ' . &
e.  Transfer lettering .
2. Textor body type ’ /\\
a. "Strike-on" composition -,
, b. Phototypegetting
) . . Lo Clip art

d. Reproduction proofs
3. O;her line copy

a. Printed or. pre-screened ph;)tographs

b. Pressure-serkitive tape (border tape)

e Transfer designs, screen tints, shadings

231)
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_ I INFORMATION SHEET '
B. Halftone copy

1. Photographs

2. Paintings

3. Aurbrush renderings

(NOTE: If line copy is photographed b;f the halftone process, the
screen which is used will result in the solid image areas being screened.)

Il Registration methods : -
A. Register marks

1. Small designs placed on artwork to control the accurate placement
. of one color over another (Figure 1)

e e O &

FIGURE 1 Registration Marks ‘

2. Duplicate designs placed on overlays in alignment with copy or illustra-

‘ tion boards (Figure 2) . ‘

I $ I

v . R 'Q' \

I I
c ) . —

FIGURE 2 Paste-Up with an Overlay Sheet

B. Register pin system
1. Common, accurate method of registering multiple exposures

y . 2. Pins placed on illustration board, then each overlay has pre-punched
holes which are used to align images

® | :

Q31 .

&
.




INFORMATION SHEET . '

’ - - 4 .
3. Pin system is often carried through camera, stripping, and pldtemaking .
operations for accurate registration

(NOTE: Paste-ups with numerous overlays must usually be taken

apwt to photograph, which makes the pin register system much quicker
to use and also more accurate.)

Methods of ruling copy ’
A. Machine composition
1. Letterpress

2. Phototype

3. Strike-on
B. Penandink
1. Ruling pen lines on one sheet combined with type on another
- i 2. Variable line widths from hairline to 3 point
) C. Scribinglines

. 1. Scribed or scratched through emulsion on film negative -

2. Scnibing tools ah‘ne-up table recommended for accuracy

o
- D. Adhesive border tape
1. Self-adhering tape in roll form
2. Many different sizes and styles ;2 )
V. Basic types of imposition
A. Printed-one-side (P1S) 2
i i 1. As name implies pr'ints one side of sheet with each pass through press

2. Gangmg P1S impositions allows more than one ]Ob to be prmted at
a time

(NOTE: Sheet size, color, and quantity must be considered when -

ganging.)
. ‘ - B., Sheet Wise imposition (Figure 3)
/ 1 Also referred to as work and back, print and bz;ck, and front and
~ " back .
o 232
- _ | .
. N 8

Y
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INFORMATION SHEET
'

®
N\

L]

“o
/U

2. Requires two plates, one to print front side of the press sheet and one
to print back

' ! (NOTE= These may be muttiples of two.)

3. Uses same gripper edge for both plates

f\J - T Y| @ I «
s

Plate One . Plate Two

FIGURE 3 A one-up, shebtwise, 8 page imposition

-

C. Work and turn imposition (Figure 4)
‘ 1. Also referred to as print and turn

2. All pages of signature are on one plate, outer form on one half and
[\ inner form on one half the plate

3. Two complete copies per each sheet is produced

4. Same gripper‘edge, both press runs

Tz T 8
' Sheet cuts here 0
e ,
. H H H H
“ H | H A H
' sig- ! sig- 2
6 3 4 5

. FIGURE 4 A one-up, work and turn, 8 page imposition
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INFORMATION SHEET

D. * Work and tumble imposition {Figure 5) ' g

1. Also referred to as work and roll, or work and flop

2. All pages on one plate .
» 3. Uses different gripper edge both runs
4. Two complete copies, or multiples of two, per each sheet is produced
. ™ ~ To) - :
! . Cut here
e of e / .
Q » - -
N 4
< o of o]
4
FIGURE 5 A 16 page work and tumble imposition
VI. Centering copy 6n‘paste-up

“A. Horizontally

1. Center line method is fastest and most accurate

2. Measuring from edge requires two megsurements for each element

(NOTE: Proportional spacing of typeset copy will not allow count-
ing of characters and division by two, as the type characters are differ-
ent sizes.) - )

Example: Center-line method of cet‘ering copy
Step 1--Square paste-up base sheet on table with T-
square, and tape in place

Step 2--Using line gauge,“ find horizontal center of
paste-up base, and indicate with line drawn with light
blue pencil

Step 3--Using liné gauge, measure each element, whether
it is type, illustrations, or photos, and place ja small
* ) X dot at the center of each with the light blue pencil

. Step 4--Paste-up copy by simply lining up center dot on
each element with center line on base sheet

Step 5--Check each element with T-square for straight-
ness as you paste them down
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‘ "~ INFORMATION SHEET

B\ Vertically . -

1. Use comprehensive layout for'guide to vertically c€nter copy

. 2. Refer tounit |1, Balance )
| | o R
' VI.  Scaling copy
. ‘ ’
;! . A. Proportional scale method (Figure 6)

3

1. Measure co
Py v

2. Measure available space .o
o 3. Find width of original copy ‘on inner circle of proportional scale .
W ’ o
\kﬁ . 4. Lineup width of original with size wanted on outer circle
- 5. Read in window the reduction or enlargement percentage
N ‘ ) 6. Repeat this operation for hefght
7. Use lowest percentage figure when shooting copy if it is to be a reduc-
- tion 3
» »
. 8. Use highest-percentage figure when shooting copy if it is to be an

enlargement

wetr OF Trty
=5 NEDOCT s

N
»
*
. >
‘ . © FIGUREG Proportional Scale )
Q
It . ) —
(= ' < 0 ) " " . )
“uy)

' ERIC . o - . a

Aruitoxt provided by Eic:




B. Diagonal line method (Figure 7)
1.

2.

INFORMATION SHEET

Draw rectangle or square on paper same size as original copy \
Draw diagonal line through corners

Measure desired width of scaled copy on base line

i:rom this poiht, exte\nd line Lijpward until it crosses diagonal line

Point of intersection will be neV\; height of scaled cfopy 2

“ (NOTE: Camera copy is often referred to as an enlargement even

though it is actually.a reductioh, i.e., a .75 enlargement would really be
a 3/4 griginal size copy.)

Example: Diagonal Line Method

’

- - — A G G m—— G . G S — e Gk AR m— I G e G G

Base Line

Original Copy - 2% 'h x 4"'w
Line A shows reduction in height to 1% ", and shows new width.
Line B shows enlargement of width to 4% ", and shows new height.

FIGURE.7

N9
[ SRV

@
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INFORMATION SHEET
C. ~ Formula method ' .
N 1. Formula as follows:
T W=w inwhich: W = original width
N H=h w = width of enlargement or reduction
b H = original height
* h = height of enlargement or reduction
2. Determine size of copy
Example: A space 5" x 7 1/2" is available for an illustration,

and the artist decides to make the original 6" wide.
The artist now needs to know how high the illustration

3 should be.
. [}
: Step 1. W=w
L H=h

substituting

Step2. 5 =6
« . 712=h
’ cross multiplying
( Step 3. 5h=6x71/2
solving . )
Stepd. h=6x71/2 ¢
) 5
. . or
-Step5. h=46_ '
5
or :
”‘v ! '
: o Step6. h=9
VI, Purposes for cropping a photograph e

¥
:

A. Eliminates unnecessary portions of picture




INFORMATION SHEET

B. Improves or emphasizes desired portion of picture

Example: Cropping a photograph

Desired portion .
selected to be
marked with
grease pencil

P e e e e e e o = - -

Original

Cropped Paper strips or anything
that obscures picture ‘
: 3
"Step 1-Place something, such as strips of paper, around edges of picture and
move until only that portion desired shows

‘Step 2-Using T-square and~marking pencil, mark two sets of horizontal Al
lines in the side margins of the photo, showing desired area

Step 3-Mark two sets of vertical lines in the top and bottom marQins of
photo, showing desired area

Or: Step 2 and 3 may be eliminated by taping a tissue overlay over photo
and marking desired position of photo on overlay

IX. Use of hand-cut ruby film “
A. Dropouts (Figure 8) ‘ L .

1. Eliminates unwanted portions of photo or illustration without damag-
ing original copy :

2. Accurate, deta‘iled drop-outs can be achieved ! ’
3. Original artwork is keyed for colors ahd includes register marks
4. Ruby film is taped in register over the artwork

(NOTE: Film ~negative can bé used instead of original copy when
preparing overlay of ruby film.)

5. Top layer of ruby film is cut with stripping knife and area to be printed
is peeled away from clear film base ,

oy
209
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6. Ruby film can be used as mask and stripped up or; same flat with
film negative

Halftone
Halftone Reproduction
- ; of Continuous
Line Copy Negatnf Tone Image

Halftone
Negative 3 1
(Screened) S o

Continuo Together the\  When printed
Tone Image two are line copy is
exposed to a drop-out.
the plate.
Line Copy Line Film Line Copy
" Negative Positive Film Positive

: FIGURE 8 Schematic of a Dropout
1L
Reprinted from Graphic Reproduction, Copyright 1980 by William P. Spence and David G.

Vequist. Used with permission of the publisher Bennett Publishing Company, Peoria, IL
61615. All rights reserved. ’ :

»

B. Overlays-keylineart (Figure 9)

¢ 1. Accurate method of preparing camera copy for separate colors or
tints, without damage to original copy
, .
2. Original artwork is keyed for colors or tints and includes register marks

3. Ruby film is taped in register over the artwork

-
4, Tgp layer of ruby film is cut with stripping knife and all areas except
those to be n(ir)ted are pegJed away from clear film base _
/\ : 5. A ruby film overlay s prepared for each color or screen tint area to be

' printed

’ 233




134-8

INFORMATION SHEET

6. When photographed, ruby film material reproduces, as black, result-
ing in clear area on film negative

(NOTE: When, preparing camera copy for keyline art, the overlays
for separate colors should overlap slightly, which will eliminate any
" gaps between colors.)

»

Base Sheet with Art

Pasted in Place Tape
: — L ¥ W ‘ T
FIGURE 9 Flower Flowers Flowers
- * ./Art
Overlay Method /Tape > . é
.. Transparent .{
Overlay
 — Y I EEEES—
Overlay taped to Overlay flat to Overlay with art
edge of base sheet. - base sheet. - pasted in place.

L

Reprinted from Graphic Reproduction, Copyright 1980 by William P. Spence and David G.
Vequist. Used with permission of the publisher Bennett Puhlishing Company, Peoria, IL
61615. All rights reserved. - ~

C. Windows (Figure 10)

1. Use of ruby film is an accurate method of preparing windows for half-
tone negatlves particularly when line and halftone is very close to- -

gether

" 2. Preparation of multiple windows in a row is more accurate and neater
with ruby film than with the use of paste-up windows

3. Guidelines are placed on illustration board showing Iocatlon ot photo-

graphs

4. Ruby film, which is placed over illustration board is transparent
allowmg guide lines to be followed when cutting windows with knife

5, Ruby film material is then peeled away from all areas except where
photographs will appear '

Lv)

6. Line copy is then pasted up on illustration board, and both windows
and line copy can be photograhed in one exposure

\&;()

J 1N
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) ) 7. Halftones of the photographs are then )combined with the line negative
on one flat

(NOTE: Separate flats are often necessary when line copy and photo-
graphs are very close together. In this instance, the halftones are strip-,
ped intg thie windows on one flat, while the line copy is stripped onto
another flat. An gyposure of each flat to the same plate is then made.)

FROM THIS ART . . . ... YOU GET THIS EFFECT

FIGURE 10 Window Method

-

Reprinted from Graphic Reproduction, €opyright 1980 by William P. Spence and David G.
Vequist. Used with permission of the publisher Bennett Publishing Company, Peoria, IL
61615. All rights reserved. ‘

X. Preparing a complete layout
A. Thumbnails
1. Crl:Jde, quick sketches
* 2. Selection of one design
B. *~ Roughs ‘ — ~

(3
. L
1. Full size layout .

2. Indicate type size, style margins, and illustrations to be used
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C. Comprehensive ~
1. Assimilar to finished job as possible
2. Mark-up comprehensive ‘
3. Key all'photos and illustrations . -
4. Crop or scale photos or illustrations
(NOTE: Review Unit | of SectioniB for information on layouts.)
D. -Paste-up (mechanical)
" 1. Place base board square on the table
2. Mark base board with trim lines and guide lines
3. Gather elements and place in approximate position
* 4. Trim elements to 1/8" of image

5. Wax all elements .before paste up, but if using rubber cement, handle
individually ‘ .

6. Work from top of layout, dovynward, pasting and squaring all eler;ments
7. Check layout aga'inst comprehensive layout -
8. Clean up paste-up , .
* 9. Check all élements for proper positioning and squareness
10. Cover finished paste-up with a protective tissué overlay

(CAUTION: Careful handling and use of the final paste-up should
be observed.)

Ve




PASTE-UP PRINCIPLES AND PROCEDURES
UNIT IV

)

JOB SHEET #1--CENTER COPY ON A PASTE-UP

I~~~ Tools and materials
T-square
Triangle
Ruler or line gauge
Light blue pencil
Copy furn ished.by instructor
Jllustration board or suitable material for base
. Masking or drafting tape )
H. "Rubber cement or adhesive wax
Procedure
A. Horizontal centering

Squ.are paste-up base sheet on table with T-square and tape in place

Using line gauge, find horizontal center of paste-up base, and indicate
with dotted}ine drawn with light blue pencil

- »

Using line gauge, measure each element, whether it is type, illustrations,
or photos and place a small dot at the center of each with the light blue
pencil -

Paste-up copy by simply lining up center dot on copy with center
line on base sheet

. Check each element with T-square ‘for straightness as you paste them
down ’

6. Turnin for evaluation

B. Vertical Centering

1. Paste-up copy with approximate equal spacing between lines of type as ‘
thﬁij no comprehensive layout to use for a guide

2. Review Unit Ill, Balance, for guide to vertical centering




PASTE-UP PRINCIPLES AND PROCEDURES
 UNIT IV

i

JOB SHEET #2--SCALE COPY

Tools and materials

A

H.

B
C.
D

T-square.

Triangle

-

. Proportional scale (wheel)

Ruler or I%ne gauge

Pencil or pen

tllustration or halftone copy
Several sheets of blank paper

Masking or drafting tape

Procedure

A.

‘(NOTE: “Scaling of copy will be accomplished using three different methods.)

Proportional scale method

1. Using ruler or line gauge, carefully measure copy for both width and
height

Measure space available on layout for copy
Find the width of the copy to be scaled on the inner circle of the
proportional scale

Line up the original size with the desired size on the outer circle of the
proportional scale

. Read, in the window of the proportional scale, the percentage of
the desired reduction or enlargement

. Leave the scale set on this percentage and read on the outside curcle
what the reduced or enlarged height will be

]
§
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l

7. Write the percantage and the desired size on a sheet of paper, attach to
-the cqpy, and turn in for evaluation

(NOTE: This job may be-reproduced at new size by tﬁe instructor
as a demonstration, or may be retained as a project for students com-
pleting darkroom instructions.)

B. Diagonal line method !

1. Uging T-square, align sheet of paper straight on table and tape in place

2. Using the T-square, triangle, and line gauge, draw outline form the same
size as copy you are scaling

3. Draw a diagoral line from the lower left corner through the upper
right corner and continue the line across the page

~ 4. Measure the desired width across the bottom of the first rectangle,
and from that point draw a vertical line until it intersects the diagonal
line

5. Measure the point of intersection; this will ghe new height of scaled
copy

6. Write the desired size beside the diagonal lingédrawing and turn i!te be
. evaluated

(NOTE: This job may be reproduced at new size by the instructor
as a demonstration, or may be retained as a project for students com-
pleting darkroom instructions.)

C. Formula method

1. Using ruler or line gauge, carefully measure copy for both width and
height

2. Measure space available on layout for copy

3. Using the formula W = w , and substituting the width of copy, de-
’ <, H h \
termine the new width and height of copy for layout

(NOTE: This job may be reproduced at new size by the instructor
as a demoristration, or may be retained as a project for students com-
pleting darkroom instructions.)

N 4=
L £J

—
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g ’ PASTE-UP PRINCIPLES AND PR'C;CEDUBES «
' ) UNIT IV .
' JOB SHEET #3-CROP A PHOTOGRAPH
I.- Toals and materials
A jChina‘marking pencil
B.  Ruler or line gauge ‘ N
- C. T-square -
J D ]’riangle )
E. Sheet of translucent tracing pap'er ]
F. Four strips of paper apprbximately 3" x 8"‘
) .‘ G. Maskingor drafting tap'e

! H. Photograpﬁ furnished by instructor

‘ 1. Procedure

(NOTE: Cropping of a photograph will be accomplished usmg two different
methods:)

o '

A. Marking margins

1. Using strips of paper to cover portnons of photo, select portion of
photo to be reproduced

x

2. Using the T-square~and marking pencil, mark two sets of horizontal
lines in{the side margins of the photo, showing the desired area

3. Mark two sets of vertical lines in the top and bottom margins of the
photo showing the desired area

~

4. Turn in for evaluation by instructor

(NOTE: Crop marks may be easily removed for future recropping.)
. B. Tracing paper overlay method +
1. Tape the tracing paper over the photograph on top edge only

. 2. Raise tracing paper overlay from photo and using strips of paper,
‘ : . select portion of photo that is desired

¢ -

1
-

220




JOB SHEET #3
. Y B . . ,\ )
~3. Replacing tracing paper overlay, lightly mark on overay that portion of .
photo to be reproduced | ’
4 (NOTE: Be sure to.mark on c;verlay, not on picture itself, and be

careful to mark lightly, or you will make indentations on photo that
may show up if used again.)

4. Turn in for evaluation by instructor

(NOTE: This job may be photographed by the instructor as a demon-
stration, or may be retained as a project for students completing
darkroom instructions.) )




PASTE-UP PRINCIPLES AND PROCEDURES

® UNIT IV

-

JOB SHEET #4--PREPARE CAMERA COPY USING HAND-CUT RUBY FILM

. Tools and materials

A Stripping knife
Masking or drafting tape
Ruby film material
IIIustratior"ls or photographs furnished by instructor
Scjssors '
Tri[nboard
T-square
Triangle
lllustration board

J.  Light blue pencil

K. . Layout tqble

Procedure

(NOTE: Hand-cut ruby film will be used in the following job apphcatlons drop-
outs, overlays-keylme art, and windows.) ,

b
A. Dropouts ' .

-

1. Cut, on trimboarg, & piece of ruby film to the same size as photograph
"~ orillustration'to be used

-

-

Place ruby film, clear base side down, over photo and tape in place
along top edge

Using stripping knife, carefully outline area that is to be dropped out

(CAUTION: Use extreme care to avoid cutting through ruby film
" base and damaging photo or illustration. A few practice cuts on ruby
film scraps would be helpful in avoiding this type of mistake.) *

Carefully peel away the portion of the ruby fnlm from the area of
the photd.that wnll be printed

?

24’-‘
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5.

B. Overlays-keylir)e art

1.

2. Place ruby film, clear base side down, over photo and tape in place
along top edge oy,
{(NOTE: When pming keyline art, a slight overlap of colors is desired -
to avoid any gap een colors.)

3. Using stripping knife, carefully outline area that is to be screened or
printed in separate color
(CAUTION: Use extreme care to avoid cutting through ruby film
base and damaging photo or illustration. Again, a few practice cuts on
ruby film scraps would be helpfu! in avoiding this type of mistake.)

4. Peel away all areas of ruby film except that which is to be a separate
color -

5. Prepare a separate ruby film overlay for each area or color desired

6. Check work for accuracy, then turn in for evaluation
(NOTE: This job may be completed by the instructor as a demonstra-
tion, or may be retained as a project for students completing darkroom,
W ipping, and platemaking instruction.) ) .

C. Windows

1. Using T-squar% place illustration board on layout table and tape
in place - .

2. Mark, with light blue pencil, location of photographs on the illustration
board ’

3. Cut, on trimboard, a piece of ruby film to the same size as illustration
board . \ *

3
4. Place ruby film, clear base side down, over illustration board and tape

JOB SHEET #4

S

Check work for.accuracy, then turn in for evaluation

(NOTE: This job may be completed by the instructor as a demonstra-

) tion, or k@{dbe retained as a project for students completing darkroom,

stlipping, angd platemaking instructions.)

-

Cut, on trimboard, a piece of ruby film to the same size as photo

,or illustration to be used

in place along top edge

ro
-~
w

s |
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’ , JOB SHEET #4

5. Using T-square, triangle, and stripping knife, carefully cut locations of
photographs in the ruby film

(CAUTION: Again, use extreme. care t6 avoid cutting through film
base. Practice cuts are again recommended.) .

6. Peel away all areas of ruby film except that which will be printed
as photographs

7. Check all "windows" on ruby film for squareness and proper location

(NOTE: Red lithographers tape may be used as patches for small
mis-cuts or slips if it is done neatly and accurately.)

" 8. Turn in for evaluation

(NOTE: This job may be completed by the instructor as a demonstra-
tion, or may be retained as a project for students completing darkroom,
stripping, and platemaking instructions.)

. . ) ' T

- 250




v

PASTE-UP PRINCIPLES AND PROCEDURES
UNIT IV

JOB SHEET #5--PREPARE A COMPLETE AND COMPREHENSIVE LAYOUT

.

(NOTE: The following tools, materials, and procedures will be used to prepare layouts
for letterhead, newspaper ads, brochures, forms, and book pages.)

I Tools and materials
A. T—sqhare
Triangle
Proportional scale

Ruler or line gauge

Light blue pencil

. >
Adhesive waxer or rubber cement

B.

c.'

D.

E. Pencil or pen
F

G.

H.

Scissors -

Stripping knife

Several sheets of blank paper

Masking or drafting tape

Copy furnished by instrulctor‘

lllustrations or photos furnished bv.instructor

lllustration board or base for paste«u‘p
Procedure
A.  Thumbnails

1. Draw six crude, quick sketches of possible ways to design job to be
printed :

2. Select the one design most appropriate
B. Roughs

1. Using the selected thumbnail sketch as a guide, prepare a full-size rough
layout

2. Giveindication on rough of type size, style, etc., to be used




148-B

11.

JOB SHEET #5

C. Comprehensive

1. Prepare a comprehensive layout, using the rough as a guide

- \

2. Mark-up comprehensive \

a. Key all illustrations or photos

b. Crop or scale illustrations or photos if needed
\ |
(NOTE: Refer to Unit | of this section to \r\eview information-

) on layouts.)
D. Paste-up (mechanical) \
1. Using the T-square, tape the base board faihe paste-up to the table
2. Mark base board with trim size and any guide lines nece§sary
3. Gather all elements (type, photos, illustrations, etc.) and place in
. approximate position on layout .
4. Trim all elements down to within 1/8" of image
5. Wax all elements on back side only
(NOTE: If using rubber cement, ceffent and place each element indivi-
dually.) ) :
6. Working from the top of layout downward, place each\element in
position indicated on comQrehensive
7. Use.T-square on each element as you place it to make sure it\is straight -
and centered
8. Check finished paste-up with the comprehensive, making syre it is
. correct and complete - \
. i . \
\
9. Clean up mechanical, removing any unnecessary marks \
.
10.

Cover the finished paste-up with a protective tissue overlay \

Place name on back of paste-up and turn in for evaluation




PASTE-UP PRINCIPLES AND PROCEDURES
UNIT IV

' NAME

TEST :

’

1. Match the terms on the right with the correct definitions.

. _a. Assembly of image areag_on a base sheet 1. Proportional

scale
b. Wax, rubber cement, masking tape, or spray

adhesive used to hold copy to base sheet 2. Crop )
c. Copy which is ready to be photographed 3. Signature
d. Table with frosted glass top and light beneath 4. Surprint
glass ¢ 5. Trail edge
e. Image lines and areas of a single density 6. Light table
f. Image containing gradations or variations 7. Ganging
of tone
, . . 8. Overlay
“ g. A circular slide rule used to find the per- ° C
centage of reduction or enlargement of copy 9. Mechanical
h. A print made of copy in which the-colors 10. Line copy
are the opposite of the original 11. Contact print
i. An overprint in which line copy is super- 12. Camera
) imposed over a halftone ready copy
. j- To group together two or more jobs on a 13. Scalin
single press run ]
14, Adhesives

k. A print, the same size as the negative, made
on a photo-sensitive paper

l. To mark an illustration or photograph to
indicate what portion of it is to be copied

m. A sheet of acetate, tracing paper, or similar
material placed over a paste-up to hold copy
that will appear in another color or for special
instructions on the job

n. The arrangement of pages in the proper
- -order on the press sheet
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;
0. A term indicating that certain areas of a 156. Imposition
photo or illustration are to be left blank, or
unprinted ) 16. Gripper
p. Determination of proportional dimensions 17. Continuous
of artwork or photographs when they are ’ tone copy
reduced or enlarged °
) ) 18. Bleed
g. Metal fingers on a press which hold the
sheet in position while .t is- being printed 19. Reverse

r. The edge of the p"ess»sheet that is printed last 20. Dropout

s. The image, when printed or_trimmed, is 21. Keylineart -
designed to run off the edge?ryhe sheet *
. 22. Windows
t. A printed sheet containing a rmumber of
pages, usually 4, 8, 16, or 32, that is folded, 23. Hand-cut
and bound in book form ruby film

u.- A masking. material which is a separate
two-ply acetate film, usually ruby-red film
adhered to a clear film base

v. Artwork which is prepared for multiple
color printing in which the colors over-
lap slightly '

w. Transparent openings in film line nega-
tives into which halftone negatives are strip- .

. ped-

: Z Uistinguish between types of camera copy by placing an "L" next to types of line
-+ copy and an "H" next to types of halftone copy.

~J

—

(NOTE: Answers may be used more than once.)
a, Printed o pre-screenéd photographs

b. Photographs

c. Paintings

d. "Strike-on" composition
e. Transfer lettering

f. Free-hand Ietterihg

g. Clip art

h. Pressure-sensitive tape e Y=

i. Airbrush renderings




Match the terms associated with reglstratlon methods on the right with correct descrip-
tions. s

(NOTE: Answers may be used more than once.) .
a. Common, accurate method or reglstermg 1. Register marks
multiple exposures
. 2. Register pin
b. Small designs placed on artwork system”
¢. Duplicate designs placed on overlays

d. Pins placed on illustration board

n "X" in the

Select true statements concerning methods of ruling copy by placin
appropriate blanks.

a. Ruling of copy may be accomplished by letterpress
b. Lines may be scribed on base side of negative
c. Self-adhering border tape may be purchased for ruling

d. Variable line widths up to 10 points may be accomplished with the ruling
pen ) .
Match the terms associated with imposition on the right with the correct descrip+
tions.

(NOTE: Answers may be used more than once and two terms may apply to one
description.)

a. Also referred to as print and turn 1. Egnted~one-
side
b. Same gripper edge, both plate s
_ 9riep 9¢, both p run 2. Sheet wise
c. Also refe-rred to as work and back 3. Work and turn
d. Uses differe grioper edge, both runs 4. Work and tumble

i

e. Prints e side of sheet with each pass -

Select trué statements associated with centering copy on paste-up by placing an "X" in
the appropriate blanks.

a. Use comprehensive layout for guide to vertically center copy
b. The center line on the base sheet can be draf¥n anywhere

c. Center line method is fastest and most accurate

s
~

(V4
i
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7. Differentiate between the proportional scale method, the diagonal line method, and
the formula method of scaling copy by placing a "P" next to the descriptions of
the proportional scale method, a "D" next to the diagonal Ime methods, and an
"F" next to formula methods. \

a. This method involves lining up width of Original with size wanted on an
outer circle

b. This method uses the equation of W=

4
H h

I

c. The measure of desired width of scale copy is done on the base line in
this method

d. The point of intersection will be the new height of scaied copy in this
method

8. State the purposes for cropping a photograph. .

a.

b.

9. Select true statements concerning the use of hand-cut ruby film by placing an "X"in
the appropriate blanks.

a. Ruby film can be used as mask and stripped up on same flat with film
negative

b. Use of ruby film is an inaccurate method of preparing windows for halftone
negatives

c. Ruby film eliminates unwanted portions of a photd or illustration without
damaging original copy -

d. When photographed, ruby film mat'erial reproduces as black, resulting
in clear area on film negative

10. Select true statements associated with preparmg a complete layout by placing an
"X" in the appropriate blanks.

a. Always trim elements to 3/4" of image

b. Work from top of layout, downward, pasting and squaring
| c. Key all photos and illustrations
[ _____d. Check paste-up layout against r;)ugh layout

e. Finished paste-up should bs covered with a protective tissue overlay
I
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1

. >
a. Center copy on a paste-up

‘ " 11. Demonstrate the ability to: )
b. Scale copy
c. Crop a photograph
d. Prepare camera copy using hand-qut ruby film

e. Prepare a complete and comprehensive layout

(NOTE: If these activities have not been accomplished prior to the test, ask your
instructor when they should be completed.)
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PASTE-UP PRINCIPLES AND PROCEDURES

‘ , UNIT IV

e ' * ANSWERS TO TEST
1. a 9 .17 k. 1N p. 13 u. 23
b. 14 g 1 . 2 g 16 v 21 .
c. 12 h. 19 m. 8 r 5 w., 22
d 6 i. 4 n. 15 3 18 . |
e. 10 i 7 o. 20 t 3 i !
2a L f. L ‘
b. H g L
c. H ° h. " L
d L i. H
-e. L .
3. a 2 )
b. 1
c. 1
d 2
4, ac
5. a 3 d. 4
(‘ b. 2or3 e. 1
. c. 2 f. 2
6. ac¢ '
7. a P
b. F
c D
d D
8. a. Eliminates unnecessary portions of picture -
b. Improves or dmphasizes desired portion of picture
9, acd
10. b,c, e

11. Performance skills evaluated to the satisfaction of the instructor

[}
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‘ COMPOSITION-OVERVIEW AND FORMAT
UNIT |

UNIT OBJECTIVE

A

After completion of this unit, the student should be able to match terms related to the

overview and format of composition with the correct definitions and select true statements

concerning first and second generation phototype and phototext typesetters. The student

should also be able to identify formats of type composition. This knowledge will be ew-

denced by correctly performing the procedures outlined in the assignment sheet and by
- scoring 85 percent on the unit test.

S - 'SPECIFIC OBJECTIVES

- After completion of this unit the student should be able to:)\/
. - ,
1. Match terms related to the overview and format of composition with the correct
definitiens.
~ ™~

+ 2. Match kinds of type with the correct descriptions.
3: Distinguish between characteristics of strike-on and phototypesetting machines.
, .
‘ _ 4. Select true statements concerning first generz;tion phototypesetters.
5. éelect true statements concerniﬁg secoﬁd generation phototext typesetters.

6. Match third and fourth generation phototext typesetters with the correct descrip-
tions. '

~J

Identify formats of type composition.

' 1

‘ ' T v 2 Fads
.

Ly,
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COMPOSITION-OVERVIEW AND FORMAT
UNIT |

SUGGESTED ACTIVITIES

»

Provide student with objectiver sheet.

Provide student with information and assignment sheets.
Discuss unit and specific objectives.
Discuss information and assignment sh

A field trip to a newspaper or commercial shop which has some of the typesetting»
equipmentlreferred to in this unit would be very helpful to the student.

" A bulletin board display of type set on this equipment would also be helpful.

Give test.

INSTRUCTIONAL MATERIALS

¢

\
Included in this unit:

A. Obijective sheet

B. Information sheet

C . Aﬁsignwt Sheet #1--Identify Formats of Type Composition

~

D. Test
E. Answers to test

References:

A.  Cogoli, John E. Photo Offset Fundagentals. Bloomington, IL 61761:
McKnight Publishing Company, 1980. -

Hawkinson, Bruce. Graphic Arts - A Cérriculum Manual.  Santa Fe, NM
87503: Vo-Tech Division of New Mexico State Department of Education,
1975.

Typographic Council. An /Introduction to Phototypesetting. Pijttsburgh,
PA 15213: Graphic Arts Technjs8l' Foundation, 1974.

261
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COMPOSITION-GVERVIEW AND FORMAT
: UNIT |

. INwION SHEET

. Terms and definitions:

A. Scrolling--Passing composed lines of type across the video display for exami-

nation
B. Justify--To‘r'nak.e a s:eries of lines of'type the same length ,/
C. Disblay type--Type 14 points or Iarg';er in size
D. -Text type-Type 12 points or smaller in size

E. Format--The style in which copy is fypeset, such as justified, centered, or
flush right )

F. Hyphenation--To connect or separate werds with a hyphen
G. Laser--Light amplification by stimulated emission of radiation

H. Phototext--A photomechanical process for composing text type on film
or paper

I.  Cathode-ray tube-A vaduum tube in which cathode rays using the form
of a slender beam are prejected on a flourescent screen and produce a
luminous dot

J. OCR (optical character recognition)--A system that reads typed manu-
scripts and produces a tape from which type can be set

(NOTE: Tape can be fed directly into phototypesetter.)

K. Perforated tape-A roll of narrow paper with holes arranged so that machines
can read it and set type from its instructions. )

L. Perforator--A keybeard machine that punches or perforates tape to be
used for typesetting . b

M. Floppy disc--A magnetic memory storage for typesettiﬁg computers, used
in same way as magnetic tape or perforated tape

N.  Word processing-A system for the production of typewritten documents
with automated typing and tex;-editing equipment

1. Kinds of type
A. Hot type

1. Foundry-Type is cast, or produced, by a type foundry in indivi- \
dual oblong units, and sold in fonts ,
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2. Monotype--Similar to foundry ty;pe, being individual pieces of type, but
is cast in the shop as needed

3. Linotype-intertype--Casts solid pieces of metal, called slugs, with the

characters for an entire line in relief on one narrow edge
- A3

4. Ludlow--Produces\a solid line of type similar to linotype, but is hand
set and used primarily for display type

5. Wood type-Set by hand, and- used in the same manner as foundry
type, generally 72 points or larger

B. Cold type
t. Hand'lettering and art !
* 2. Ruling pen--Generally used for ruling lines

3. Clip art--Variety of line and/or halftone illustrations purchased fn book
form

-

4.. Preprinted type--Tab form, self-adhesive, and transfer type, used for
' borders and decoratlons

5. Existing printed work--Often used as camera copy
6. "Strike-on"--Impact composmon such as typewriters
7. Phptotypesettmg -Type lmagEs exposeJ on photographic pa})er
. Characteristics of strike-on and phototypesetting machmes
A. Strike-on
1. Typewriters

a. Some designed for type composition

b. Electric, with one-time plastic or carbon ribbons; which work bést
for copy to be reproduced

» ‘ .
c.  Most require manual justification

’

- 2. Composition machines

~ -

. I3 «gpe - -. N .
a. Automatic justlflcatuo,’centermg, and dot leaders possible on '
electronic models with memory - ’

b.- Different type sizes up to 12 points, with many styles available

Ll

¢. Ruling attachments available to produce ruled forms
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B. Phototypesetting
* 1. Display ' Y 4
' a.  Wide range of sizes ané.styles of type 14 points and larger -

b. Manual or keyboard,cpntrolled . .

, c. Photoprint produced, same automatically, ready:for pdste-up

d. Some machines utilize contact prmtmg prmcnples and ma%)
only one size letter from each image carrier

]
» e. Some machines utilize projection printing principles, artd make
different size letters from each font or image carrier

2. Text - ‘ ‘ . .
a. Wide range of styles and sizes of type 1 2 points or smaller
b. Photoprint produced, some automatically, reac;y for paste-up
V. First generation phototypesettersj . ' \ ' .
. A. Modifications of existing hot-t{lpe casting machjnes
1. Converted to set type on film or on phototype paper ' ' i

2. Mechanical in operation - :

3. Utilized the same recirculating matrix as the Linotype metal line-
. , casting macMne (Figures 1 ahd 2) - ' .

. [
' -‘
AN~
1
FIGURE 1 Linotype Metal Line-Casting Machine FIGURE 2 Matrix for Linotype
‘ Courtesy Merg‘enthalqr Linotype Company bt

™

»
A

2 A
s ‘_ud .
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B. Machines designed as phototypesetters

1. Monophoto typesetter was developed to set type photographically

.

~

2. Monotype keyboard also developec\l for punching tape
1]

3. The tape-operated, typesetter utilized a'rev'olvir_\g disa as an image car-
rier (Figure 3) )

-

FIGURE3

’

Ia?)e-operated Typesetter

- b4

Vv Second 'géneration phototext typesetters

~

A. Direct entry

1. Operated from‘ se(f-contained keyboard

2. Outpfspeed limited by speed of operator

3. Visual character display .
4. As each character is keyboarded, it is automatically entered in the
phototypesetter mini-computer and memory section

B. Separate entry

1. No built-in keyboard

P
. 2. Part of a system where the machine is operated from punched paper
tape, magnetic tape, or by electronic signal
! .o
3. Separate keyboard units produce input for system l

4. Fast enough to accept output from several keyboard units

Computer-controlIed"justification and hyphenation
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VI. Third and fourth generation phot;)text typesetter :
A. Third generation
1. Cathode-ray tube (CRT)
2. Commanded by tape or electronic signal
] 3. Elimination of moving font carrier results in faster composition
4. 4000 or more type characters per second
B. Fourth generation
1. Laser phototypesetters
2. Input is from paper, magnetis: tape, or electronic signal
VIl Formats of type com;;osition
A. Centered (Figure 4)
1. Also called "quad center"
2. Equal spacing at both ends of each line
LAMPS 3 "

for photographic equipment $

send for our compiete ket of all ANS! -
coded lamps manufactured in the 'S for
audio/visual, photo, & studio use

FAST SERVICE — LIBERAL DISCOUNTING

NATIONWIDE PHOTOLAMP SUPPLY CO

y FIGURE 4 Centered
B. Flush left (Figure 5)
1. Alsa known as "ragged right" or "quad left" ’

2. All lines begin flush left and are ragged on right end

And, whether you choose condenser illumination, diffusion or a power-
ful dichroic color head, you'll find that the illumination is incredibly
even, corner-to-corner. The reason's the same: extra care in design and

FIGURE 5 Flush Left

D
A.f.n)
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C. Flush right (Figure 6)

1. Also known as "ragged left" or "quad right"

-

2. All lines are flush at right end
3. Lines begin randomly on left

When you need lots of ght for lots of

depth of field, Broncolor's got . The in-
credibly efficient Broncolor 606 gets a

‘e guide number for 945 out of 6.000 watt
seconds, for an aperture of /157 at 6

fest with ASA 100 film (f/ 129 + ‘2 stop).

with 55° standard réfiector The compa:

rable figure for the 1500 watt second
Broncolor 404 is a healthy t/ 79!

FIGURE 6 Flush Right

. D. Justified (Figure 7)
1. All lines are even, or‘?lush, at both ends

2. +ndention may, or may not, be uded for first line of paragraph

The third area of potential stress touched ’ - K
on 1n these articles revolves around the del- ' .
egation of tasks, as discussed by Donald
Haws Although few managers doubt the
logic of the **anti-instinctive " aspect of the
managerial role, the difficulty anses when
the necessity occurs to do it. Itis then that
the dual components of any delegated task
become evident a) the responsibility of the

FIGURE 7 Justified . ’

E. Run-around (Figure 8) : ' ‘

1. Lines are shortened where needed to go around an illustration or
photo

4

-3
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2. May be part of another format

within this framework, we consider the question confronting the
moving image producer at the start of the
decade of the Exghties, to wit  Shall we use
i ftim or video?"

A decade ago. the answer was more or less
clear-cut Video was the province of broad-
casters and amateurs Fidm was the only
medwwm for the nformation producer who
[} wanted 1o work in the real world, rather thanin

the “artificial' confines of a studio, who
i} wanted maximum fiexibity and creative con-

trol m shooting and editing, and who would
settle for nothing less than a first quakty finished product at a cost
eftective price

FIGURE 8 Runaround
F. Tabular (Figure 9)
1. Also known as "multiple justification"
2. Figures or letters are in columns across page

3. May, or may not, include dot leaders

Percent
" Reporting Average Total
Expenditure  Expenditurs Expenditure

Purchased Equipment, Matenals

or Services ' 96 3% $30,728  $1,250.470.600
Equipment
Purchasing 840 12,460 442,320,500

Rental . > 911 1,435 11,583,100

.

FIGURE 9 Tabular

G. Ruled form (Figure 10)

'

»

‘ :
1. Cross-ruled part of form may be done sepé\rately

\ ;

2. May be part of another forma; |

FOLD L WS \‘
PLATE | DEPTH ™
a3 12%" 4 |- ,
| ] 10 14
C 8 '} 10
0 8% 10
. € 8 10
] \ 3% 10

L

FIGURE 10 Ruled Form

0y
Nl



‘ COMPOSITION-OVERVIEW AND FORMAT
. " UNITH

ASSIGNMENT S‘HEET #1-1DENTIFY FORMATS OF TYPE COMPOSITION

- -

‘Directions  Collect samples of different formats of type compaosition, paste up on pdper and
. label as to format. Find at least one of each of the: following:

. 1. Centered
o ki
. : 2. Ragged right (fiush left)
3. Ragged left (flush r;ght) '

4. Justified

> . 5. Run-around
L .
T . - 6. Tabulator ,
‘ N : t
7. Ruled form .
‘;‘ - , -
N ‘ ' ¢ N
N N N 5)
) k]
» . <
’ . ~
N .
s -
» -~ v -
R [ 2
"L.A
d ” ; " -
“ ]
% : : N
b
‘ \
L)
- 3y
. \\ ¢
\\ ,
LR
\
4
, ‘ \\
. N » s !
3 B YETR
LN §




COMPOSITION-OVERVIEW AND FORMAT
UNIT |

NAME
TEST

Match the terms on the right with the correct definitions.

a. Passing composed lines of type across . Phototext.
the video display for examination
. . tt
. To make a series of lines of type the same Text type
length "Hyphenation

‘c. Type 14 points or larger in size .
Justify -

Perforated tape

. Type 12 points or smaller in size

. The style in which copy is typeset, such
as justified, centered, or flush right . Laser

To connect or separate words with a hyphen . Display type

Light amplification by stimulated emis- : Scrolling
sion of radiation
. ) OCR
. A photomechanical process for composing
text type on film or paper ; . Format

A vacuum tube in which éathode rays . Floppy disc
using the form of a slender beam are pro-

jected on a flourescent screen and produce a . Cathode-ray
lumirious dot tube

A system that reads typed manuscripts, . Word processing
and produces a tape from which type can .

be set . Perforator

. A roll of narrow paper with holes arranged
~so that machines can read it and set type
from its instructions

A magnetic memory storage for type-
setting computers,~used in same way as
magnetic tape or perforated tape

m. A keyboard machine that punches or perfo-
rates tape to be used for typesetting

. A system for the production ef typewritten

documents with automated typing and
text-editing equipment

~

209




2. Match the kinds of type on the right with the correct descriptions.

(NOTE: Answers may be used more than once.)

a. Clipart 1. Hot type
b. Set by hand, and used in the same manner 2. Cold type
as foundry type, generally 72 points or -
.darger , e S e - R

c. Type is cast, or produced, by a type foundry
in individual oblong units, and sold in fonts

d. impact composition such as typewriters

e. Type images exposed on photographic paper
~4

f. Casts solid pieces of metal called slugs

3. Distinguish between characteristics of strike-on and phototypesetting machines in -
the statements below by placingan "S" for those pertaining to strike-on and a "P"
for those pertaining to phototype.

a. Electric, with one-time plastic or carbon ribbons

b. Some utilize contact printing principles, and make only one size letter
\ 4

____c. Typéwriters

i, d. Photoprint produced

4. Select true statements concerning first generation phototybesetters by placing
an "X" in the appropriate blanks..

a. The hot-type casting machines were converted to set type on film or on
phototype paper

b. The tape-dperated typesetter utilized a revolving disc as an image car-
. rier.

c. The first generation machines were electronic in operation

o . d. Th#¥ monophoto typesetter was developed to set type photographiéally
T ' At

5. Select true statements concerning second genération phototext typ#Setters by

*. placingan "X" in the appropriate blanks. Y

a. Direct entry typesetters are operated from self-contained keyboards

[ -

b. Direct entry typesetters accept output from several keyboards

Ay




c. A separate entry typesetter can accept output from several keyboard units
d. Adirect entry typesetter has visual character display
e. All direct and separate entry machines have a built-in keyboard

Match third and fourth generation phototext typesetters with the correct descrip-
tions.

(NOTE: Answers may be used more than once.)

. Cathode-ray tube ) . Third

generation
Input is from paper, magnetuc tape, or elec-
tronic signal . Fourth

generation
c. Laser phototypesetters

d. 4000 or more type characters per second

Identify the formats of the type compositions below.

Copy must occasionally be arranged
to fit around a
photograph or
illustration. This
format has a
name. It is very
effective when

used properly, but should not be over-

used, or it will lose its appeal and value.

Sometimes it is necessary to type
copy in different arrangements

" to fit the page or space available.
These different arrangements are

: cal Ied: formats.




THIS IS A SAMPLE
OF TYPE
SET ON THE IBM
COMPOSER
Univers Type - 11 pt. Medium

may be damaged.

Now is the time for all good men to .
come ta the aid of their country. Now
Now is the time for all good men to co
Now is the time for all good men t

Many type styles are available for use on the |BM
Composer. Sizes may range in points from 6 to

12. The shift should never be in the locked position
when changing elements. Otherwise the element
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- . COMPOSITION-OVERVIEW AND FORMAT .
‘ ~ UNIT |
ANSWE RS TO TEST
1. a. 8 f. 3 k. 5
b. 4 g 6 . N \
c. 7 h. 1 m. 14
d 2 iv12 ‘n. 13
e. 10 i 9
2. a. 2 d 2
b. 1 e 2 .
c. f 1
3. a. S
bs» P
c. S .
d P
4, a,b,d
- 5. a,c,d
6. a 1
o i
c 2
d 1
7. a. Run-around
b. Flushright - . ‘
c. Centered
d. Justified
e. Flush left

)~y
“o

~




TYPESETTING PROCEDURYS
UNIT 11

UNIT OBJECTIVE

After completion of this unit, the student should be able to match terms related to type-
setting procedures with the correct definitions and identify type image carriers. The student
should also be able to set text type using a strike-on machine and a phototypesetting ma-
chine, and set display type using a photolettering/phototypesetting machine. This know-

ledge will be evidenced by correctly performing the procedures outlined in the job sheets
and by scoring 85 percent on the unit test.

SPECIFIC OBJECTIVES
i

After completion of this unit, the student should be able to:

1. Match terms related to typesetting procedures with the correct definitions.

2. Match types of strike-on typesetting equipment with the correct characteris-
tics. . \
\ 4

»

3. Select true statements concerning the characteristics of photolettering/photo-
typesetting machines. .

4. Identify type image carriers. ' ‘
5. Démonstrat;: the ability to:

a., Set text type using a strike-on machine.

b. Settext type using a photo}y;esetting machine.

c. Setdisplay type using a photolettering/phototypesetting machine.




Il
V.

VIL.

TYPESETTING PROCEDURES
UNIT |1 .

SUGGESTED ACTIVITIES

Provnde student with objective sheet.
P!ovnde student with m*f%fmfatfn and job sheets.

Discuss unit and specific ob,ectlves.
¥
Discuss information sheet,
Demonstrate and discuss the procedures outlined in the job sheets,

Trade literature on typesetting equipment, as well as type catalogs, makes good
handout material at this time.

Give test.
]

INSTRUCTIONAL MATERIALS

Included in this unit:
A. Objective sheet
B. Information sheet
C. Job sheets
1. J(:;b Sh;:et #1-Set Te;t Type Using a Strike-On Machine
2. Jqob Sheet #2--Set Text Type Using a Phototypesetting Machine

3. Job Sheet #3-Set Display Type Using a Photolettenng/Phototype
- _setting Machine - ) o ) ,

D. Test

E. Answers to test

References:

A. Cogoli, John E. Photo-Offset Fundamentals. Bloomington, IL 61701:
McKnight Publishing Co., 1980.

B. Hawkinson, Bruce. Graphic Arts-A Curriculum Manual. Santa Fe, NM

87503: Vo-Tech Division of New Mexico State Department of Education,
1976.
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INFORMATION SHEET

. . Terms and definitions : -

.0
- »

A. ! Font--Type image carrier made of film or metal

B:  Type element--Type image carrier for varjous strike-on equipment
C. Display type-Type 14 points or larger in size
D. Text type-Type 12 points or smaller in size ‘

- : ]

E. Format--The style in wh'ich copy is typeset, such as justified, centered,

or flush right ,
F.  Processor--Machine containing special chemicals used to dewvelop photo
jypesetting paper

N
s

'G. Activator--A‘”speciaI developer used in processors to develop photo-
. typesetting paper .-

H. Stabilizer-A specual firing chemical used in processors to stop development
. 1of phototypesettmg paper

-

» .
l. Leadmg--The spai:e between links of type -

. Types and characteristics of strike-on (impact) typesetting equipment

(NOTE: The followmg illustrations are examples of equlpment used in type-'

setting: their use is hot intended as an endorsement of any product.)

' . A Typewrlters (Figure.1) - R
¢ 1. Standard or electric ?
-

2., Some mpdéls have proposrtional spacing

‘ ' ?
’ .
- A
<
. . .
' ~ FIGURE'1 Electric Typewriter '~ Courtesy of IBM Corporation
N Y ':' . \ » v
. - ‘7 ,
. » a . 2:’"’6. . 1
A
. . .
. - ! n'
. [ 4 R . I v



INFORMATION SHEET ¢

B.* VariTyber strike-on typesetting machine (Figure 2)

1. Changeable type styles

2. Six to twelve point type size range

3. Proportional spacing ‘ n -
| : 4.° Justifica_iion possible with repeat typing

5. Ruling capabilities i

Py ’ }
L™ ‘

i ]
l
[ -
)
| .
| ‘ «
| FIGURE 2 VariTyber Strike-On Typesetting Machine
} . ) Courtesy of AM Varityper

-+ 'C% |BM Composer (Figure 3) . - » .

1. Changeable type elements ’
. 2. Six to twelve point type range

E’? . ' ’
Semi-automatic justification  * .

Ruling segment available

o > w

Magnetic tape capabilities : »

N

. \ ’ ’ »
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FIGURES  StripPrinter_ <« . FIGURES.
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Characteristics of photolettering/phototypesetting machines
A. Photolettering display

1. Contact principle (Figure 4) .

.

v o

a. ‘Manual spacing and development 4
b. Automatic spacing and developmént (Figures 6 and 6) .
; v

c. Change type image carrier - for different type sizes and styles

FIGURE 4

A v
EXPOSURE ' =— REFLECTOR v

EXPOSURE LAMP . {

EXPOSURE MASKING SHIELD

POSITIVE PAOTO PRINT

J -
. \K
. ] S
.
PHOTOTYPESETTING PRPER (‘
. !

RESULT AFTER PROCESSING 1 A‘.' .. - »
* N

How Photographic Display Composition is,ManuaJty’-.Compgsed -

by Projection Prirfting: Method ..

3

T
»

- . -

Contact Photolettering Machines -

»
N L

VariTyper Headliner

&*

L il -

3

Courtesy of AM \_/aritvper
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{
‘ .

2. Projection principle (Figuré 7)

™

- a. Manual spacing and development

b. Different type sizes with one font or image carrier

&

4 ’ °
" < gt
-

EXPOSURE LIGHT

%

FILM STRIP-
TYPE FONT

- VERTICAL - : ~
~T . "ADJUSTMENT : ‘ .
3 & FOR °
o CHANGING
PROJECTION.

3 . TYPE

’ SIZE.

. PH‘OTO;'ZgéEgETTING PROJECTION
g IMAGE

POSITIVE IMAGE

~

-» »

FIGUQE' 7°  How Photographic Display Composition is Manually .
: . Composed by Projection Printing Method :

4+

» ) .
. .

-3
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4
o - © B. 'Phdtotypesettingdisplay
{. Projection principle -
a.  Qutomatic spacing  *
b. Wide range ot type sjzes .
~ = - - - . . =S -~
c. Keyboard operated (Figure 8)
~» > prY » E .
& !
o ° ki .\p_@mpugmphlc A
z »
o L
5 —
; ~ FIGURE 8 Compugraphic "7200" n
Sy . - “ Courtesy of Compugraphic Corp.
2. Projection variations ‘
a. Some machines extend, condense, or italicize Iettenq (Figure
9) ~ k '~
F J
v
; - 'Q =3 ; S
4 . . o
S a ) L 3t ) oo 7
AU ' ) T SR e i.}l} e C \)




\ N ‘INFQRMATION SHEET

b. Screened br bounce letters possible .
\ & I3 .

c. Other variations possible (Figure 10)

N

1 . o .
A POS"‘VC T\ﬁ’c ’ 2 More Than One Line
Can Be Made ) Ot Copy May Be

: " Directly mFilm *  Comeosedon
One Strip

J
Tynesetting My Be ? Letters Can Be

Compased Ba Paper Condensed Or | '
_drFilm Extended

Letters May Be

Screened ' :
or - ‘

. PaceeTned
- FIGURE 10 A Few of Many Variations of Composing Possible on Typro . -

¢

C. Text and text/display

1. Direct entry keyboard, wi&e range of point sizes, automatic justifi-
cation, mixed styles and sizes on one line (Figure 11) {

»

FIGURE 11 Comp/Set 1| Direct-Entry Phototypesetter

Courtesy of AM Varityper
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. . K 2. Separate entry, tape/disk driven, text and dlsplay, accepts input frqm -
. several keyboard operators (Figures 12 and 13) \‘ v
» S ‘n
'y b
A |
' \
. . l
|
|
T v ) Courtesy of AJA Varityper ; .
FIGURE 12  The mput/edmng video terminal prdvides for input, )
;‘ handling of copy, and output to the photoypesetting system
-0 FIGURE 13 .
Separate entry, tape -operated,
. second generation text photoypesetter.

!
i
i

Courtesy of Mergenthaler Linotype Company
V. Type im‘hge carriers . ‘
) (NOTE: Different manufacturers have their own terms for type image carriers,
e.g., fonts, film strnp,,fonts matrixes, discs, masters, cassetges, grids.) .
A.  Strike-on (Flgurhs 14 and 15) ¢ s ‘
“ 1. Font or element contains all characters of one size and s'tyle of type
2. Made of lightweight cast rmetal a7 o
: FIGURE 15 IBM Composer Type "‘element’’
FIGURE 14 VariTyper Type "Font" )

Agen

Courtesy of I1BM Corporation
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. *B. Phototype (Figures 16 and 17)

. 1. Typemasters usually contain all characters of one size and style of type,
though some styles contain only upper case or lower case characters

. 2. Film strip fonts often contain two or more styles or faces, such as italic,

bold, or gothic ‘ : -

"Typemaster'

Courtesy of AM Varityper ,

k]

o

.. ) N ’ LR \
o FIGURE 17 Film Strip "Font" ‘
- (CAUTION: All type elements, fonts, etc., should be ?andled very *

carefully, as they are very fragile.)
r, A + ) x \

bl

N
N
-

‘!
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TYPESETTING PROCEDURES
‘ : UNIT 11

JOB SHEET #1-SET TEXT TYPE USING A STRIKE-ON MACHINE

(NOTE: The application of this job sheet may be made to include the following varia-
tions to afford student experience with: 1, Different brands of strike-on composition
equipment including typewriters; 2. Different formats to be set, such as justified, ragged,
run-arounds; 3. Type selection for different kinds of jobs, 4. Copyfitting. Manufacturer's
Instruction manuals should be referre~ *o for different machines.)

I Tools and materials *

A." Strike-on typesetting machine
B. Typeimage car‘rier
€. Smooth white paper’
. D. Linegauge « ¢
S ) +
" E. Copy furnished by instructor
L] g . Ky » . . 3 ? -~
II.  Procedure . .
) b . - ) . - ) . Wi
A. * Consult instruction manual for typesetting machine to be used
[ - s ' ' . -9 . i W -
. B. Mark-up copy from information given by instructor /'(-
R _C. Deternfine format of copy - ’ o .
. D. Select type style and piace font, elemient, or fim strip on machine )
. ) e ‘ , .
o (NOTE: Instructor will demonstrate or aid you in this step.)
‘l N [ - @& ! ! :
ot . E. Set machine for,t{/pe size if necessary “
. , . . ‘w P .
¥ F.  Set méchine for leading | S
..q '@ ’ L 0. . - -
- o G. Determine line length for copy:to be set . .
. ” > ~

H. Change machiheé line Iengt¥1 to appropriate position '

LR S i ’ ‘: . . - ~
R | Ask ifistructor for check on settings - . , ]
" J.  Typeset copy, following directions as marked * , . .
K. Proofread copy - - . .
24 - .
- - . A
b - *# L. Make corrections "o
. 1 v @ 2 ~ ‘ N . .
. M. * Turn in for evaluation . T e
. T g . A R ’ . . A )
‘ N.  Clean,up all materials from areas used ~ -
. L] s - M . .
f A}
Lt ! ° - ;) - -
) : X ~ 8 x; L4 ” "
Q .
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TYPESETTING PROCEDURES
UNIT 1 : .

(NOTE: The .application of this job sheet may be made to i'Nclude the following vatia-
tions to afford student experience \with- 1. Different brands of photo-composition equip-
ats to be set, such as justified, ragged, run-arounds; 3.
uals should be referred to for different \nachines.) -

. Tools and materials:

A. Phototypesetting machine >
B. ‘Type image carrier 4
- C. Line gauge
D. (Egpy furnished by instructor
E. Pro‘cessor and chemicals
\
. Procedure \! ‘
A. Consult instruction manual for machine t\o be used
. B. Mark-up copy from information given by instructor
i C. Determine format of copy
~ D. Select type style and place font or filim strip on machine i

{ \
(NOTE: Instructor will demonstrate agaid you in tp is step.)

E. Set machine for type size if necessary
F. Set machine for leading

Determine line lgngth for copy to be set
A\

r o

Change machine line length to appropriate position

Ask instructor to check all settings

J.  Typeset 095,\following directions as marked

K. Preparé chemicals for processor, if necessary

‘L. Runout necesgary leader, and remove phato paper from typesetting machinej .
M. Develop paper in processor i} ‘

. a L)
. » N
r
.
* *

)

e X

o
(W2
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JOB SHEET #2

Tl “
Proofread copy

Make corrections
Turn in for evaluation

Clean up all materials from areas used

+




TYPESETTING PROCEDURES
' UNIT Il -

JOB SHéET #3--SET DISPLAY TYPE USING A PHOTOLETTERING/
"PHOTOTYESETTING MACHINE .

@

(NOTE: The apphication of this job sheet may be made to includ® the fbllowmg varia
tions to afford student experience with: 1. Different brands of photo-composition equip-
ment and processors; 2. Type selection for different kinds of jobs; 3. Copyfitting. Manu
facturer's instruction manuals should be referred to for different machines.)
I.  Tools and materials: ..

A. Photolettering/phototypesetting machine .

B Type image carrier

C. Line gauge

D. Copy furnished by instructar .

|

E. Processor and chemicals .

1. Procedure

A. Consult instruction manual for machine to be used .

B. Copy-fit and mark-up copy from information given by instructor'

C. Select type st{lle and p¥te font or film strip o’n machine
(NOTE: Instructor will demonstrate or aid you in this step.)

D. Set machine for type size if necessaty

E. Determine line length for copy to be set

. F. Change machine line length to approprigte position * " '

instryctor to check all settirigs .

set copy, following directions as marked

1. Prepare chemicals for pro'cess;or, if necessary

J.  Run out necessary leader, and remove photo paper from typesetting machi.r?e .
}. Develop paper in processor

~L Proofread copy

M. Make corrections
’
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Aruitoxt provided by Eic:

N Turnn for evaluation

JOB SHEET #3

O Clean up all materials from areas used

fi -
A
-
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[
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.
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" NAME .
TEST ' '

Match the terms related to typesetting procedures on the right with the correct defi-
nitions.

L

a. Type image carrier made of film or metal _ 1. Format .
- - ) :
b. Type image ¢arrier for various strike-on equip- 2. Leading
ment . / .
S _ ' 3. Processor
c. Type 14 points or larger in size
. o 4. Type element
d. Type 12 points or smaller in size )
: ) ) 5. Text type
e. The style in which ¢opy is typeset, such
as justified, centered, or flush right 6. Font
f. Machine .containinf; special chemicals, used to 7. Display type‘
develop phototypegetting paper -
. . ’ 8. Stabilizer
9. The space between lines of type ’
9. " Activator )
h. A special developer used in processors to - .
develop phototypesetting paper .
i. A special firing chemical used in proces- " . ,
. | sors to stop development of phototypeset
ting paper .
4

Match the types of strike-on typesettmg equupment on the right with the corredt
characterlstlcs ’ A

(NOTE\Answers may be used more than once and two terms may apply to one
descrlptlon ) ‘

- ' . 1. Typewriters

a. Semi-automatic justification . ‘

2. VariTyper
b. Standard or electric strike-on . .
€. Magnetic tape c;apabilitieg . 3. IBM Composer

] . .
d. Six to twelve point type size range

. 3. Select true - statements concerning the characteristics of photolettering/

phototypesetting machines by placing an "X" in the appropriate blanks.

a. Some photolettering display machmes requnre manual spacing and devel-
opment L

b.'Separate entry mact:unes ‘can accept input from several keyboard opera-
tors




40C y ‘ /

.

c. There is a wide range of type sizes on phototypesetting disPIay machines ‘

d. The text and text/display machine can provide automatic justification
and mixed styles and sizes on one line
&

"4. Identify the type image carriers shown below by placing the appropriate number
in the appropriate blanks. .

1. VariTyper Headliner "Typemaster"
. 2. VariTyper Type "Font"
A 3. Film Strigy"Font"

4. IBM Composer Type "Element"

~. -
- -~
L ~




Al
5. "Demonstrate-the-ability to:
a. ' Set text type using a strike-on maghine.

b. Set text type using a phototypesetting machine.

c. Setdisplay type using a photoIetté’ring/phot&ypesetting machine.

(NOTE: If these activities have not been completed prior to the test, ask your
instructor when they should be completed )
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TYPESETTING PROCEDURES

‘ UNIT I

ANSWERS TO TEST

1. a 6 e 1 i 8
b. 4 f 3 *
e 7 g 2
d b5 h. 9
\ 2. a 3
b. 1
c 3
d 2o0r3
3. ab,cd
4, a 2 N
b. 4
c 1
¢ d 3

5. Performance skills evaluated to the satisfaction of the instructor

4
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PROOFS, PROOFREADING, AND CORRECTIONS
UNIT 1

UNIT OBJECTIVE

After completion of this unit, the student should be able to match proofreaders' marks with
the correct meanings, read and mark proof copy, and read and mark newspaper copy. The
student should also be able to make corrections in proof copy. This knowledge will be
evidenced by correctly performing the procedures outlined in the assignment and job sheets
and by scoring 85 percent on the unit test.

SPECIFIC QBJECTIVES
f

After completion of this unit, the student should be able to:

1.

Match terms related to proofs, proofreading, and corrections with the correct
definitions.

)
Select true statements concerning kinds of type proofs.

Match proofreaders' marks with the correct meanings,

Selectd(true statements concerning reading and marking proof copy.
Match types of corrections with their correct methods,

Read and mark proof copy.

Read and mark newspaper copy.

Demonstrate the ability to make corrections in proof copy.
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* PROOFS, PROOFREADING, AND COR&ECTIONS ‘ ‘.
UNIT 111 .
SUGGESTED ACTIVITIES 4N

¢

Provide student with objective sheet.
Provide student with information, assignment, and job sheets.

Make transparéncy.
Discuss unit and specific objectives.
Discuss information and assignment sheets.
. =
Demonstrate and discuss the procedures outlined in the job sheet.

Samples of hand-set or line-casting machine type as well as phototype and strike-
on composition is well received now.

-

A bulletin board display showing typographical errors is suggested.

The Harbrace College Handbook provides excellent material on spelling and
punctuation.

A discussion on hyphenation would be helpful at this time. The book Websters
Instant Word Guide would be very useful.

Give test.
INSTRUCTIONAL MATERIALS 4
Included in this unit:
_A. ' Objective sheet '
B. Information sheet
C. Transparency Master 1--Proofreaders’ Marks ,
D. Assignment sheets
1. Assignment Sheet #1--Match Proofreaders' Marks ;

2. Assignment Sheet #2--Read and Mark Proof Copy

4

\/5 3. Assignment Sheet #3--Read and Mark Newspaper Copy



E. Answers to assignment sheets  *

F. Job Sheet #1--Make Corrections in Proof Copy

G. Test

H. Answers to test .

References:

A. Hawkinson, Biuce. Graphic Arts - A Curriculum Manual. Santa Fe, NM
87503: Vo Tech Division of NM State Department of Education, 1975.

B. Spence, William, and Vequist, David. Graphic Reproduction Peona, IL

* 61615: Chas. A Bennett, Inc., 1980.
C. Cogoli, John. Photo Offset Fundamentals. Bloomington, IL 61701: Mc-

Knight Publishing Company, 1980.

Additional references:

A

Hodges, .John C., and Whitten, Mary E. Harbrace College Handbook. Tth
Ed. New York: Harcourt Brace Jovanovich, Inc., 1972

Webster's Instant Word Guide. Springfield, MA: G. & C. Merriam Company,
1972.
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’ PROOFS, PROOFREADING, AND CORRECTIONS
UNIT 1l

INFORMATION SHEET

I.  Terms and definitions

A. Proof press--A mechanical device, either hand or power operated, used
to make a proof from hot type

B. Reading prj)of--A copy of printed material which a proofreader reads and
marks to indicate any errors

C. Reproduction proof--A high-quality proof used as the original in making
multiple copies by photo reproduction

D. Proofreading--Reading words on a proof and marking any errors for correc-
tion . N

E. Copy holder--One who reads from original copy to proofreader

F. Proofreaders' marks-Symbols used by proofreaders to indicate correc-
tions necessary in the proof

G. Path line-A line drawn from error in proof to symbol for error in nearest

. margin

H. Cursor--A rectangle of light or an underiine dash which appears on the
screen of a video-display typeset or editing unit which points out the loca-
tion of the character as the typesetting progresses, and is used to locate and
correct errors

I.  Paper or magnetic tape/disk--Type composition prepared on a separate
keyboard machine and stored on paper or magnetic tape to be played
back on a phototypesetter

. Kinds of type proofs
A. Proofs of metal and wood type compasition

1. Forms are inked and proof is pulled on proof press

2. Proof is pulled on paper larger than type to leave room for marking
corrections

B. Proofs of phototype composition

1. Proofs of film positives and negatives are submitted to proofroom as
paper positives >

2. Corrections marked on these paper positives

ro
>
o
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INFORMATION SHEET

Visual-editing and proofing terminal

1. Used to make corrections on composition in paper tape, magnetic
tape, computer storage, or that being fed in from a separate unit

2. Operator reads this copy on screen, checking for errors, changes,
or omussions, and by use of a cursor, lo¢ates and corrects the copy

Typewritten, hand-lettered, or pasted-up copy

1. This copy will be used as final camera copy and should be used for
proofreading and marking .

2. Duplicate copies should be made and used for proofreading and mark-
ing

Proofreaders' marks (Transparericy 1)

(NOTE: Proofreaders' marks are often called a printer's shorthand.)

AC

B
C.
D

©c =z =

Q -Delete

& --Delete and close up
9 -Turn inverted letter
Z -Close up
# --Insert space
v ~Equalize spacing
Jess # --Reduce spacing
G} --Paragraph
O --Indentone em
[ --Move to left i
J -Move to right
Ld --Lower
M~ -Elevate
A --|nsert marginal addition )
X --Broken letter

__|__ --Push down space

ro
2
-1
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N = X 2 < ¢ 4 v 23 0

BB.
CC.

DD.

EE.
FF.

GG.

HH.

JJ.

KK.

LL.

MM.

NN.

. s
oojf --Set in italic type

INFORMATION SHEET

== --Straighten

--Aligf type

A/‘-‘-{sert comma a .

V  -lnsert apostrophe

V  -Insert quotes -, /
(/ ) -Insert parentheses] N -

[/J --Insert brackets

A\ -Insert inferior figure o -
N/ -Insert superior figur

2/ --Hyphen : )
| 2( -Em dash :
|82 -En dash |
i/ ~-Insert se:nicolcn \ _ :

¢/ -Insert colon ) e

® -Insert period ]

?/ --Insert question mark .

@ --Query to author

~~ --Use ligature
~
&P --Spell out
Tk --Transpose
f;’f; ~-In this order
w{ --Wrong font
&4 -Setinbold face type

Awom --Set in roman type
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INFORMATION SHEET

PP. Cehs _-Setin capitals .
QQ. S$¢ --Setinsmall capitals r
/\ RR. £c -Setinlower case
SS. B~ --Lowercase letter
e TT. st --Letitstand
UU. oS --Run in same paragrap
VV. U} --Insert lead between lines
wWw. M --Hair space between letters
XX. oul's --Out-see copy
YY. % -End of copy
IV. Reading and marking proof copy
A. Reading

1. Correcting proofs usually involves two people, one reading, and one
marking, though one person may perform both functions

2. Reader reads copy aloud, calling out instructions:
a  Mark up instructions '
b. Spells difficult wor-ds
c. Tells which letters are.capitalized .
d. Indicates whether dates and amounts are figures or wgrds
e. Mentions each item of pun‘ctuatio.n
f.  Nentions indentions and paragraphs ¢

B. Marking

1. Detects and macks each error on proof

220
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. INFORMATION SHEET

2. Can use path line method of marking (Figure 1)

I — N
Lf/— PPt Organizations 4
L —
Youth organizations arc an Totegral part of (v oanonal and — 0/€

a ﬂtchmul oducation offenngs  In addition to motivating st
=_w4___p__>acmmm Tupa lmﬁl Inltl’t‘“ rves 1o build Teadership 1n

6\ young “men‘and *Women
ﬁ the national youth organizations are Dﬂ [

A. Foundry corrections

1.

1.

2.

lDﬁthuuvc Education Clubs of Amefica). OFA (Office bdu —C_ ot
unm Associanon) FFA (Future Farmers of Amenca)FHA 4
(Future Homemakers of Amenca and VICA (Vocatonal -7

Industnal Clubs of Amenc:)A

4

FIGURE 1

‘
[

method (Figure 2)

Jc C‘/‘. // ] Yé! th ()rvnll‘.:lmm' > /#

4
Ls 1 Youth organizations are an/nlcgral part of @\(lummul and (6
/C thechnical education offenngs  [n addition to motivating stu

./‘ dents in ox cupationgl mlmslsﬂtncl 10 build leadershep in 4 /#/4‘
af Fryoung Unen%ind_“women
s ~9ﬁﬁqmmg / the national youth organizations are DFCA f/Al

(Dgstnbutive Education Clubs of Amegica). QEA (Office bdu 144
cation Avsociation), FFA (Future Farmen of An\enta)"m u/,\ Jted

’““,) (Future Homemakers of Amcm* and VICA (\/nuuumllA Z, [/_7
6 Indusmal Clubs of Amenu)A

-2

FIGURE 2

Jypes of corrections and their methods

»

One letter corrections are made by substituting right letter for wrong

letter

L4

If error involves letters of unkike width orbseveral letters, return line to

composing stick and reset

Hot type from line-casting machine

Must reset complete line v

Exchange corrected lines for lines with errors

300

Gl

3. Can use margin marks corresponding to the marks in the line in another

53-C



INFORMATION SHEET _—

‘

C. Cold type composition
1. Correct a whole word, or line, not just a character
2. Typeset correction using correct type
3. Using light table or layout table, paste correction over error '

(Note: If layout table is used, use T-square to check correction for
straightness.)
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.
Proofreaders’ Marks
Q Delete \f_’ﬂ{ Em dash - ‘
i Delete and close up - |82 | En dash
9@ | Turn ipverted letter ) ; Insert semicolon
_ Z | Close up . :/ Insert colon
- # | Insert space ' ' ®© | Insert period
v Equalize spaciﬁg ?/ ,Insglquestlon mark ¢,
Jess# | Reduce spacing . @ _ Ouer:y to autflli)r ‘
. G} | Paragraph 4 . ~ | Use ligature
. a Indent dne em @ Spell out
C Move to left r T Transpose
J | Move to;'riﬁht ) ' ,Is‘f; In thfs\ order -
L | Lower . . w{ .| Wrong font x -
' = Elevate- ‘ : v % .| Set irfbold face type
. T " Insert marginal addition nom | Setin roman type -
X | Broken letter ) m “Set in italic type '}
" L | Pushdownspace . - Cafd | Setin capitals '
. ==_| Straighten - . $C | Setin small capitals ,
v | {-Aligr type __— ', fe | Setin lower case 7
A | Insert comma 3’ Lotver-case letter Vs
V [ Insert apostrophé> s’ st | Letit stand )
\V4 _Insert quotes® o o® | Run n same paragrap]ﬁ
¢/ )f Insert parentheses K > | Insertlead tiegwegn lines
[A 1 Insert brackets Ll.# Hair space bétween letters )
'3\ {[ Insert inferior figure ' ' ollse | Out-see l:opy
\V4 Ulnser'tysuperior figure - -5 ¥ | Endof copy. -
=/ | Hyphen . ‘ I
2 - "
. A ' '
, ® . ’ .
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PROOFS, PROOFREADING, AND CORRECTIONS
’ UNIT 11 .
v
’ ASSIGNMENT SHEET #1--MATCH PROOFREADERS' MAR KS
Directions. Match the proofreéders' marks on the right with the correct meaning.
A. Close up . MARKS )
B. Ipsert question mark . 1. il
C. Move toright 2. a
D. Wrong font 3. C
E. Query to author ) ) 4. J.
~F. Paragraph, . —
i 6. ™M
G. Equalize spacing -
" . 7. A
—H—Setimtower case
— 8 &
[. - Insert apostrophe —
- v 9. &L ,
J. tin tal
Se I‘ capitals 10. 9
K. Move to left 11 —~
L. Insert marginal addition 12. #
- M. Insert period o 3. W
N. Setin roman type : 14,  |es#
4 . DI .
. 0.- Turninverted letter . ) - f15 ©
P. Indent'6he em 16. ?/
b ' O " Reduge spacing 7. @
B e . 8. A >
: < __R. inserttommg oo : >
L 9. V
;S. 'LOWQI’
: s . 20. \/
“ __+ T Inthisorder ' st
. 3 0 ‘:;‘. ) 21 . '.1'3 o
LU.  Letitstan . . .
[ R ) d > . 22 [ u,{ *
V.  Elevate
5 ' “




ASSIGNMENT SHEET #1

_W. Insert quotes, 23. M
______X. Setinbold face type 24.  nrem
_____Y. Delete and close up 25.
2. Insert gpace 26.  Cahs

AA. Set in italic type 27. ‘sc

28. (4
. _BB. Delete £
— 209. B
CC. Set insmall capitals
30. st

. Lowercase letter

304




- ' G"59‘C

- PROOFS, PROOFREADING, AND CORRECTIONS

' UNIT 111

ASSIGNMENT SHEET #2--READ AND MARK PROOF COPY &v.

. »

Directions: Read and mark the cop\} below with appropriate proofreaders' marks, using
, either the path line or corresponding margin mark method. .

! »
<

¥ 3
‘ [}

Prodfreading is the art of checking cop y fore errors and*indicating the corrections
- 4

N to be made. Ideally, proofreading i1s done by two peoples. One s the copy holder who

reads aloud fromthe original copy to the proof reader. The other, called the proof reader,
&

. follows the reading proof and marks any corrections necessary. v

i

; Sometimes, however, the proofreader werks alone, checking the origimal coply against

the proof. \

‘ : Proofreaders Marks (also proof marks) are the symbols used bythe proofreader to

indicate the corrections necessary in the proof. Examples of the msot commonly used

-

prodf marks are shown on the following page

<
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PROOFS, PROOFREADING, AND CORRECTIONS
UNIT 11

ASSIGNMENT SHEET #3--READ AND MARK NFWSPAPER COPY

. - .
Directions: Locate and paste up newspaper clippings with errors; and read and mark copy
for corrections

(NOTE: Instructor may compose his own newspaper copy and provide for reading and
marking.) )




- PROOFS, PROOFREADING, AND CORRECTIONS
UNIT 11

ANSWERS TO ASSIGNMENT SHEETS

Assignment Sheet #1

a. 1 k. 3 u. 30

b. 16 .7 v. 6

c 4 m 15 w. 20 ‘

d 22 n. 24 x. 23

e. 117. o 10 y. 9

£ . 2z 12 _
g 13 ‘ q. 14 aa. 25

h. 28 r. 18 bb. 8

i 19 s. 5 cc. 22

i 26 t 21 dd. 20 -

‘ Assignment Sheet #2

()

r®

—

Proofreading is the art of checking cop'y forg errors and indicating the corrections i

10 be made. lIdeally, proofreading is done by two peoples. ‘One is the copy . holder whog

reads aloud frorﬁthe original copy to the proof reader. The other, called the proof reader,

follows the reading proof and marks any corrections necessary.‘)

o
(Sometimes: however, the proofreader V\@ks alone, checking the original copy against

the proof.

e

Proofreaders Marks (also proof marks) are the symbols used byfthe proofreader to

proof marks are shown on the following page

indicate the corrections necessar@ the proof. Examples of the m§ot commonly used

\

» Assignment Sheet #3--Evaluated to the satisfaction of the instructor

94

q 3



PROOFS, PROOFREADING, AND CORRECTIONS
. ‘ . ’ UNIT I

JOB SHEET #1-MAKE CORRECTIONS |{N PROOF COPY

)

I Tools af\d materials
A. Light table or layout table
B. T-square
C. Proof copy furnished by instructor
D. Corrections furnished by instructor
E. Scissors - .
F. Stripping knife
G. Rubb;:r cement or adhesive wax
H. Light blue pencil

. Procedure
. e A. Read proof copy carefully

B. Mark copy with light blue pencil
C. Select corrections from furnished copy
D. Cut out corrections, being careful not to cut into copy
E. Paste-up corrections following directions on information sheet
F. Turn in for evaluation

(NOTE: Always check paste-up copy to be sure copy is clean and that
the corrections do not cover any other element.)
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PROOFS, PROOFREADING, AND CORRECTIONS
UNIT 11

NAME

TEST
Match the terms on the right with the correct definitions. -

. a."A mechanical device, either hand or power 1. Cursor
operated, used to make a proof from hot type
2. Copy holder
b. A copy of printed material which a proof-

reader reads and marks to indicate any errors 3. Reproduction

proof
¢. A high-quality proof used as the original .
in making multiple copies by photo repro- 4. Path line
duction : 5. Proof press
" d. Reading words on a proof and marking any 6. Paperor
errors for correction ° magnetic tape/
. T . disk
e. One who reads from original copy to proof-
reader . 7. Proofreaders'
. marks

f. Symbols, used by proofreaderslto indicate

corrections necessary in the proof 8. Reading proof

g. A line drawn from error in proof to symbol 9. Proofreading

for error in nearest margin

h. A rectangle of light or an underline dash "
which appears on the screen of a video-display
typeset or editing unit which points out the
location of the character as the typesetting
progresses, and is used to locate and correct
errors

i. Type composition prepared on a separate
keyboard machine and stored on paper or
magnetic tape to be played back on a photo-

typesetter

. Select true statements concerning kinds of type proofs by placing an "X" in the
appropriate blanks. .

a. In a visual-editing and proofing terminal, a cursor is used to locate and

———

correct copy . o
. £
b. Proofs of phototype cSmposition are submitted to proofroom as paper
positives

319
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c. Typewritten, hand-lettered, or pasted-up copy should be used for fmal
proofreading and marking

d. Proof forms of metal and wood are inked and proof is pulled on proof
press

3. Match the proofreaders' marks on right with the correct mearﬁngs.
______a. Wrongfont t 1.

b. Delete

¢. Set in roman type

d. Closeup

e. Setin bold face type

f. Delete and close up

g. Insert space

h. Set initalic type

i. Run in same. paragraph

7
- .
©C © ® N o 0 A w N

AL N>HHET K&

j. Lowercase letter

-—
-—
.

k. Transpose

—
N

I. Insert comma
m. Lower . 13.

4, Select true statements concerning reading and marking proof copy by placing an
"X" in the appropriate blanks.

a. The préofreader, when reading to a marker, spells out difficult words

b. The two methods of marking copy are the path line and the corresponding
margin marker

¢. The marker, not the reader, reads copy out loud

d. One person may perform both tasks, reading and marking

5. Match the types of corrections on the right with their correct methods.

" a. If error involves letters of unlike width or - 1. ((:J:rlgegi%%;:omposmon
several letters, return line to composing stick
and reset 2. Foundry corrections
b. Using light table or layout table, paste correc- 3. Hot type from
tion over error . ; line-casting _
- machine corrections

Must reset complete line




Read and mark proof copy.

Read and mark newspaper copy.

Demonstrate the ability to make corrections in proof copy.

(NOTE: If these activities have not been accomplished prior to the test, ask your
instructor when they shouf® be completed.)
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.- S PROOFS, PROOFREADING AND CORRECTIONS
UNIT 111

ANSWERS TO TEST

1. aa 5§ f. 7

b. 8 g 4
N c. 3 h. 1 . A

d 9 i 6 - '
e 2

2. ab,d ¢

3 a 3 e 4 o120 mo 1
b. 7 .f. 8 oo 10 T
c & g -2 k. 13
d 1 h. 6 . 9

4 ab,d .

5. a. 2 4
b. 1 -
¢ 3 . '

' ," ) 6. Evaluated to the satisfaction of the instructor

7. Evaluated to the satisfaction of the instruc / .

8. Performance’skills evaluated to the satisfaction of the instructor

",




