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Preface

This dictionary provides a basic vocabulary of terms used in the publishing
and printing industries. It isideal for al students of publishing and related
subjects, as well as those working for the first timein printing, typesetting,
production, papermaking, electronic publishing and editoria jobs.

Each headword is explained in clear, straightforward English and quotations
from specialist publications show how the words are used in context. There
are aso supplementsincluding proof correction marks, major book prizes
and awards, information on copyright and alist of key industry resources on
the Web.

Thanks are due to Angus Phillips for his help and advice during the
production of this book.



Pronunciation Guide

The following symbols have been used to show the pronunciation of the main
wordsin the dictionary.

Stressisindicated by amain stressmark (') and a secondary stress mark (, ). Note
that these are only guides, as the stress of the word changes according to its position

in the sentence.

Vowels
x

a:x

D

back
harm
stop
type
how
hire
hour
course
annoy
head
fair
make
go
word

happy
about

fit
near
annual
pool
book
tour
shut

Consonants
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buck
dead
other
jump
fare
gold
head
yellow
cab
leave
mix
nil
sing
print
rest
save
shop
take
change
theft
value
work
loch
measure
zone



A

A3 adjective European standard size
paper, twice the size of A4: 297 x 420mm
o You must photocopy the spreadsheet on
A3 paper.

A4 adjective European standard size
paper, 210 x 297mm o \WWe must order some
more A4 headed notepaper.

A5 adjective European standard size
paper, half the size of A4: 148 x 210mm

AA abbreviation author’s alterations
A&I abbreviation abstracting and indexing

ABA abbreviation American Booksellers
Association

abbreviate /o'briiviert/ verb to make
something shorter by leaving out some
letters or by using only the first few letters
of each word

abbreviated text /o,brirviertid 'tekst/
noun text that is shorter than the origina

abbreviation /a,bri:vi'erf(s)n/ noun a
short form of aword

able /'eib(a)l/ adjective quick to learn in
an educational environment

above-the-fold /o,bav 80 'fould/ noun
the part of a webpage which is seen first
without having to scroll, and sois preferred
for advertising

abrasion resistance /ao'breiz(o)n r1
,zistans/ noun the ability of a surface such
asaprinting plate to resist rubbing, without
showing scratches or other signs of wear
abridge /o'bridz/ verb to make some-
thing shorter

abridgement /a'bridzmont/ noun a
shortened version of a book

absorb /ab'zo:b/ verb 1. totake up liquid
o Glossy paper does not absorb ink very
well. 2. totakeinasmall item so asto form
part of alarger one

absorbency /ob'zo:bansi/ noun ability
to absorb moisture o The paper has a high
absorbency level.
absorbency test /ob'zorbonsi test/
noun a test carried out in a laboratory to
test how absorbent a sample of paper is
COMMENT: Paper is a relatively absorbent
substrate because there are pores in
between the fibres and mineral particles.
Liquids such as oil or water can be
absorbed through these pores. Water
absorbency and oil absorbency are quite
different properties, and as most printing
inks are oil-based, the printer is more
concerned with the oil absorbency of paper
than its water absorbency. Oil absorbency
can be measured using the PIRA Surface
Oil Absorbency Tester (SOAT), the K & N
method or the IGT method.
absorbent /ob'zo:bont/ adjective able
to soak up moisture o highly absorbent
paper
absorption /ab'zo:pfan/ noun taking up
moisture o the absorption of ink by the
paper
absorption costing /ob'zo:pfon
kostig/ noun a costing method which
takes into account the time taken and the
overhead costsfor each part of ajob, rather
than dealing with the job on a single-cost
basis
absorption filter /ob'zo:pfan filto/
noun afilter that blocks certain colours
abstract noun /'&bstrekt/ a summary
of the contents of a document m verb /&b
'straekt/ to summarise the main points of a
document
abstracting and indexing
/,®bstrektiy on 'indeksip/ noun the
making of summaries and indexes for arti-
cles and books. Abbr A&I
AC abbreviation author’s corrections
academic publishing /&kodemik
'pablifig/ noun a branch of publishing



academy

which focuses on producing books and
journals for higher education

academy /o'keedomi/ noun an educa
tional ingtitution devoted to a particular
subject

accelerator /ok'seloreita/ noun a
chemical such as borax, used to make
photographic film develop more rapidly
accent /'zksant/ noun amark put above
or below a letter in writing or printing to
show how it should be pronounced
accented /'aksontid/ adjective with an
accent on it

accept /ok'sept/ verb to agree to some-
thing that is being offered o He accepted
the estimate for printing. o She has
accepted our terms. o He will not accept
the job unless we increase the salary. o to
accept a book for publication to agree to
publish a book

acceptable /ok'septab(a)l/ adjective
suitable for being accepted o HisMSis not
acceptable as it stands, and will need
rewriting. o The terms of the contract are
not acceptable to the agent.

acceptance sampling /ok'septons
,saxmplig/ noun testing a small part of a
batch to see if the whole batch is good
enough

access /'akses/ noun the opportunity or
right to use something o They were given
access to all relevant information. m verb
to obtain, examine or be able to reach
something o You can access this informa-
tion in a library or on a computer. o to
access a computer fileto call up and start
examining acomputer file

access course /'zkses ko:s/ noun a
course of study designed for people
without formal educational qualifications,
so that they can gain entry to higher educa-
tion

accession  number /ok'sef(o)n
,namba/ noun a consecutive number used
to identify new additions to a library or
collection in an inventory system

accessions /ok'se[(o)nz/ plural noun
new books that are added to alibrary
access number /'&kses ,namba/ noun
the telephone number used to link to an
Internet service provider or other network
provider using adial-up connection
access point /'ekses point/ noun a
transceiver in awirelesslocal areanetwork
that connects awired local area network to

wireless devices or that connects wireless
devices to each other

access time /'ekses taim/ noun the
time taken to get into a computer program

acclaimed /o'klermd/ noun popular,
well-respected, praised by critics
accommodation address /o,kopmo
'de1f(o)n 9,dres/ noun an address used for
receiving messages but which is not the
real address of the company

accordion fold /o'ko:dion fould/ noun
1. a method of folding a printed sheet in
paralel folds, with one fold in one direc-
tion, and the next in the other, so that it will
unfold sideways 2. a method of folding
continuous paper, one page in one direc-
tion, the next page in the opposite direc-
tion, alowing the paper to be fed into a
printer continuously with no action on the
part of the user » aso called concertina
fold, fanfold

accordion insert /o'ko:dion ,ins3:t/
noun an insert in a magazine which is
folded in the accordion method

account /o'kaunt/ noun 1. a record of
money paid or owed o Please send me an
itemised account. 2. a customer who does
alarge amount of business with afirm and
has an account o He is one of our largest
accounts. o Our salesmen call on their best
accounts twice a month. o to keep the
accounts to write each sum of money in
the account book

accountant /a'kauntant/ noun aperson
whose job isto keep the financial accounts
for abusiness

account book /o'kaunt buk/ noun a
ledger in which accounts are kept

account-book binding /o'kaunt buk
,baindig/ noun a binding style used for
books that are to be written in, and there-
fore must lie flat when open

account executive /o'kavnt 1g
zekjotrv/ noun an employee who is the
link between the company and particular
customers

accounting /eo'kavntig/ noun the
process of keeping financia records for a
company or organisation

accounting period  /a'kauntiy
,prariad/ noun a period of time at the end
of which a company’s accounts are closed
for checking

accounts department /o'kaunts dr
,paitmont/ noun a department in a



adapter

company which deals with money paid,
received, borrowed or owed

accounts manager  /o'kaunts
;manid3a/ noun the manager of an
accounts department

accounts payable /3, kaunts
'perab(a)l/ plural noun money owed by a
company

accounts receivable /o kaunts r1
'siztvab(a)l/ plural noun money owed to a
company

accredited  /o'kreditid/  adjective

appointed by acompany to act on its behalf
accurate /'zkjurot/ adjective capable of
providing information in accordance with
an accepted standard

acetate /'@sitert/ noun transparent
plastic used for writing or drawing on, for
use with an overhead projector o The
colour separations are on acetate.
achromatic /erkro'matik/ adjective
without any colour

achromatic colour /eikromatik
'kala/ noun agrey colour within the range
between black and white displayed by a
graphics adapter

achromatic separations
/,etkroumeetik  sepa'reif(e)nz/ plural
noun colour separations on a scanner by
using the very minimum of primary
colours and adding black

acid /'asid/ noun a chemical compound
containing hydrogen, which reacts with an
alkali to form a salt and water and turns
litmus paper red

acid-free paper /@sid frir 'perpa/
noun paper that has had certain acid chem-
icals removed, so that it will not become
yellow and brittle with age

acid process /'&sid ,prouses/ noun the
process of making chemica paper pulp
using acid

a circle /'er ,s3:k(a)l/ noun the letter ‘&
with asmall circle over it (), used in some
Scandinavian languages. Also called a
ring

acknowledge /ok'nolidz/ verb to
inform the sender that a message or object
has been received

acknowledgement /ok'nolidzmont/
noun an act of acknowledging something o
She sent an acknowledgement of receipt. o
They sent a letter of acknowl edgement.
acknowledgements ok
'nolidzmonts/ plural noun a piece of text
printed at the beginning of awritten docu-

ment thanking people who have helped in
its production
COMMENT: The acknowledgements may
also include references to institutions which
have given permission to quote copyright
material or to use copyright photographs.
The acknowledgements are usually placed
after the verso of the title page and before
the preface; if short, they can be listed at the
end of the preface itself.
acoustic /o'ku:stik/ adjective relating to
sound
acquire /o'kwara/ verb 1. to obtain or
buy something o to acquire the paperback
rightsto a new novel 2. to gain a skill
acquisition /,&ekwi'zif(a)n/ noun 1. an
object or item which is obtained,
purchased or received as a donation to a
library 2. the process of learning or
obtaining askill o The acquisition of a new
language is a long process.
acquisitions editor /,&kwr'zif(o)nz
.edrta/, acquiring editor noun a person
who builds up a list by buying books or
rights to books from packagers or other
publishers
Acrobat /'ekroubeet/ a trademark for a
file format developed by Adobe Systems,
which describes a graphics, text and
indexing system that alows the same
screen image or page layout file to be
displayed on different hardware
acronym /'ekronim/ noun aword made
from the initial letters of other words, e.g.

DIANE Direct Information Access
Network Europe
active vocabulary /ektiv vou

'keebjolari/ noun the range of words that
somebody normally uses in speech or
writing, as opposed to words they under-
stand when used by others

actuals /'ektfuslz/ plural noun rea
figures

acute /a'kju:t/ adjective very sharp or
clear

acute accent /o kju:t 'eksont/ noun a
mark usually over the letter e (é)Tto show
how it should be pronounced

ad /ad/ noun same as advertisement
adapt /o'dept/ verb to change aperson or
thing in order to make it suitable for a
specific purpose o Has the play been
adapted for the cinema? o She adapted the
story for TV.

adaptation /&dap'terf(s)n/ noun a
film or play based on a story or novel
adapter /o'depts/ noun 1. somebody
who adapts a literary work to another



ad banner

format, e.g. a novel to a play 2. a device
that alows two or more incompatible
devices to be connected together

ad banner /'&d bana/ noun same as
banner ad

ad click /'ed klik/ noun same as click-
through

add /ed/ verb 1. to put figures together to
make a total o to add home and export
sales 2. to put things together to make a
large group o We are adding to the sales
force. o They have added two new lists to
their range of homecare titles.

added entry /a&did 'entri/ noun a
secondary entry in an index or catalogue
addendum /o'dendom/ noun an addi-
tional section at the end of a document
giving extrainformation (NOTE: The plural
is addenda.)

addition /o'dif(e)n/ noun something
extrato what is already there

additional /o'dif(o)nal/ adjective extra
or added o There is no room for any addi-
tional text matter. o The agent has
proposed additional clauses to the
contract. o You pay extra for additional
material.

additive /'edit1v/ adjective produced by

adding
additive colour mixing /&ditiv
kalo 'miksig/ noun the mixing of

different colours to give the final colour
that is wanted

additive colours /'aditiv  kaloz/,
additive primary colours, additive
primaries plural noun the primary colours
red, green and blue, which when added
together form white light, and are used to
make all other colours. Compare subtrac-
tive colours

address /o'dres/ noun 1. details of
where somebody lives or where their busi-
ness premises are 2. a label, number or
name which locates where information is
stored m verb to deal with something o He
addressed the problem.

addressee /,adre'sii/ noun the person
to whom a letter, package or communica-
tion is addressed

addressing machine /so'dresiyp mo
Jimn/ noun a machine which puts
addresses on envel opes automatically
address label /a'dres letb(a)l/ noun a
|abel with an address on it

address list /a'dres list/ noun a list of
names and addresses of people and compa-

nies o We are continually updating our
address list of clientsin Europe.

adhere /od'hia/ verb to stick to some-
thing

adhesion /ad'hiz3(a)n/ noun ability to
stick

adhesive /od'hizsiv/ noun a substance
used to make things stick together m adjec-
tive relating to something that sticks o The
posters are stuck to the back of the stand
with adhesive tape. o The display boards
have adhesive backing.

adhesive binding /ad,hi:stv 'bamndiy/
noun 1. atype of binding where the folds
of the signatures are trimmed, and not
sawn, the cover being glued to the cut
pages. Also called perfect binding 2.
same as thermoplastic binding

adhesive lettering /od, hi:stv 'letorig/
noun letters with an adhesive backing,
used to make display paste-ups

adjust /o'dzast/ verb to change some-
thing to fit new conditions o to adjust
prices to take account of inflation o The
text will be adjusted at page make-up
stage. o The pages have been adjusted to
allow for the extra material which the
author has sent in. m noun afeature which
automatically changes the right-hand
margin when new text is inserted

adjustment /o'dzastmont/ noun a
slight change o to make an adjustment to
the page layout o Some adjustment of
prices is needed to take account of rising
paper costs.

adman /'edman/ noun a man who
works in advertising (informal) o The
admen are using balloons as promotional
material.

admin /'&dmin/ noun (informal) 1.
administrative work in an office, especially
paperwork o There is too much admin in
thisjob. o The admin people have sent the
report back. 2. the administration staff in a
company o Admin say they need the report
immediately.

administer /ad'minista/ verb to be
responsible for managing a company, insti-
tution or country

administered price /ad'ministad
prais/ noun US apricefixed by amanufac-
turer which cannot be varied by aretailer
administration  /od,min1'strerf(a)n/
noun 1. agroup of people who are respon-
sible for the management of a company,



advertise

institution or country 2. the range of activ-
ities connected with management
administrative /od'ministrotrv/ adjec-
tive referring to administration

Adobe /5'doubi/ a trade name for a
leading producer of graphics and desktop
publishing software

Adobe lllustrator /o,doubi 'tlostrerto/
atrade namefor avector image and editing
software, or adrawing program

Adobe InDesign /s,doubi 'indizain/ a
trade name for a design and page layout
software

Adobe Pagemaker /9,doubi
'perdzmeitko/ a trade name for a design
and page layout software, an older form of
Adobe InDesign

Adobe Photoshop /9,doubi
'fautoufpp/ a trade name for a raster
image creation, editing and format transla-
tion software

Adobe Type Manager /s,doubi taip
'manid3o/ a trade name for a group of
software technology programs used for
describing scalable fonts. It is most
commonly used to provide fonts that can
be scaled to amost any point size, and
printed on almost any printer. Abbr ATM
adopt /o'dopt/ verb to accept ideas, plans
or attitudes and be willing to carry them
out

adoption /o'dopfon/ noun agreement
that atextbook will be used in state schools
o The company is hoping for an adoption
in Texas.

ADS abbreviation advertisement delivery
system

Adshel I'edfel/ atrade name for aposter
site for advertisementsin a bus shelter
adult /'eedalt/ noun aperson who is ol der
than a child or over 18 years of age o the
adult paperback market o They have
started a new list of adult nonfiction titles.
adult education /a&dalt |edjo
'kerf(9)n/ noun courses designed espe-
cially for adults outside the formal system
of schooling

adult literacy programme /&dalt
"It (o)rasi ,prougreem/ noun aprogramme
to teach adults to read and write

ad valorem duty /&d vo'loirom
,djuzti/ noun duty calculated on the sales
vaue of goods

advance /ad'va:ns/ noun 1. money paid
as aloan or as a part of a payment to be
made later o to pay an author an advance

of £1,000 against a royalty of 10 per cent
2. money paid by a publisher to an author
before a book is published which will be
covered by future royalties o The paper-
back houses pay advances of over $50,000
to established authors. 3. o in advance
early or beforemething happens o freight
payable in advance o price fixed in
advance m verb 1. to lend something o The
bank advanced him £100,000 against the
security of hishouse. 2. to make something
happen earlier o The publication date has
been advanced to May 10th. o The meeting
with the German distributors has been
advanced from 11.00 to 09.30.
COMMENT: A publishing contract often
allows an author an advance payment
against future royalties; the author will not
receive any further royalties until the
amount paid in advance has been earned
by sales of the book. Most advances on
royalties are considered to be non-
returnable (i.e., the publisher cannot ask for
his money back if the book does not sell).
Some publishers may have reason to ask
for an advance back, especially if the author
produces a MS which is not of publishable
quality.
advance blurb /ad,va:ns 'bla:b/ noun
aquote or review which is prepared before
a book or film is released and is used to
publicise it
advance copies /od,va:ns 'kopi:z/
plural noun copies of a book or of printed
sheets, sent by the printer direct to the
publisher’s office, before the bulk stock is
sent to the warehouse o The marketing
department needs twenty advance copies
for the exhibition. Also called advances,
advance sheets
advance information sheet /od
,vams mfo'merf(e)n firt/ noun full
form of AlI*
advances /od'va:nsiz/ plural noun same
asadvance copies
advance selling /od,vains ‘'selig/
noun the selling of a book by a bookseller
before the officia publication date set by
the publisher
advance sheets /od,va:ns 'fi:ts/ plural
noun same as advance copies
adverse /'®dvs:s/ adjective bad or not
helpful o Adverse publicity about the
author did not help the sales of the book. o
adverse trading conditions bad condi-
tions for trade
advertise /'&edvataiz/ verb to announce
that something is for sale, that a job is
vacant or that a service is offered o to



advertisement

advertise a vacancy in the production
department o The author has phoned to
ask what we are doing to advertise his new
title.

advertisement /od'va:tismont/ noun a
notice giving information that something is
for sale, that a job or service is being
offered or that somebody wants something
o to put an advertisement in the paper

advertisement delivery system /od
,vartismant dr'liv(e)ri ,sistam/ noun a
digital file format used in the transmission
of mono and colour images. Abbr ADS

advertisement manager  /ad
'varitismont  ,menid3za/ noun  the
manager in charge of the advertisement
section of a newspaper

advertisement page /od'va:tismant
perd3/ noun a page facing the title page of
a book, which may have a list of other
works in the same series or by the same
author

advertisement panel /od'va:tismant
,p&n(a)l/ noun a specialy-designed large
advertising space in a newspaper
advertiser /'advataiza/ noun a person
or company that advertises things o The
advertisers will complain if circulation
drops.

advertising /'advataizig/ noun the act
of telling people about products or events
in order to make them want to buy them or
take part

advertising agency /'edvotaizip
,erd3onsi/ noun a company that plans,
designs and manages advertising for other
companies

advertising budget /'edvataizip
,bad3zit/ noun money planned for
spending on advertising

advertising campaign /'edvotaiziy
kem,pein/ noun same as publicity
campaign

advertising copy /'adveataizig ,kopi/
noun text written for an advertisement

advertising manager /'edvotaiziy
.manid3a/ noun the manager in charge of
advertising a company’s products

advertising medium /'edvataizip
,mi:diom/ noun a type of advertisement
such asaTV commercial

advertising rates /'&dvataiziy reits/
plural noun the amount of money charged
for advertising space in a newspaper or
advertising timeon TV

advertising space ['&dvataizip
spets/ noun space in anewspaper set aside
for advertisements

advertorial /,&dvs:'torrial/ noun text in
a magazine which is not written by the
editoria staff but by an advertiser

advice /ad'vars/ noun an opinion as to
what action to take o to take legal advice
to ask alawyer to say what should be done
o The advice of the libel lawyer was to go
ahead and publish. o We took the
accountant’s advice and sent the docu-
ments to the police.

advice note /ad'vais noaut/ noun a
written notice to a customer giving details
of goods ordered and shipped but not yet
delivered

advise /od'varz/ verb 1. to tell somebody
about something o We are advised that the
shipment will arrive next week. o He was
advised that some of the material in the
book could be libellous. 2. to suggest to
somebody what should be done o The
accountant advised us to send the docu-
ments to the police.

advise against /od,vaiz o'genst/ verb
to suggest that something should not be
done o The lawyers advised against
publishing the MP’s memoirs.

adviser /od'vaiza/, advisor noun a
person who suggests what should be done
o He is consulting the company's legal
adviser.

advisory /ad'vaiz(a)ri/ adjective as an
adviser o He is acting in an advisory
capacity.

advisory board /ad'vaiz(a)ri ,bo:d/
noun agroup of advisors

A format paperback /er formet
'peipabak/ noun a paperback with the
format 178 x 111mm

afterword /'a:ftows:d/ noun a short
piece of text placed at the end of a book
sometimes used for anote about the author,
especialy if the author has died since the
first printing of the book

against the grain /s,genst s 'gremn/
adjective feeding paper into a printing
press and printing on it across the grain of
the paper

agate /'zgot/ noun a former type size
equal to five and a haf points, still used in
the USA

agate line /'zgot lam/ noun US a
measure of page space, eg. in classified



align

advertising, one column wide and 1.8 mm
deep

aged debtor report /,erdzd 'dets r1
,poit/ noun a computer report listing
debtors, showing the length of time their
payments are overdue

agency /'erdzonsi/ noun 1. the job of
representing another company in an area,
or an office that doesthisjob o They signed
an agency agreement. 2. an office or busi-
ness that arranges things for other compa-
nies

agent /'erdzont/ noun somebody who
arranges work or business for other people
for afee

agent’'s commission /eidzonts ko
'mif(e)n/ noun money, usudly a
percentage of sales, paid to an agent
aggregator /'zgrigerta/ noun apiece of
software which receives information from
different sources and displays it on a
desktop
AGM
Meeting
agreed price /o,grizd 'prars/ noun a
price that has been accepted by both the
buyer and seller

agreement /o'grizment/ noun a forma
document stating what two or more people
have decided together

agree with /o'grir wid/ verb 1. to say
that your opinions are the same as some-
body else's o | agree with the chairman
about the need to boost sales. 2. to be the
same as o The auditors figures do not
agree with those produced by the the
accounts department. o The figures for
sales by title do not agree with reps’ sales
by area.

Al /1 'a1/ noun a document that is put
together by a publishing company to
provide sales and marketing information
about a book before publication. Full form
advance information sheet

Al abbreviation artificial intelligence

air /ea/ noun 1. the white space on a
printed page o We need to give the text
somemoreair. 2. amethod of travelling or
sending goods using aircraft o to send a
shipment by air

airbrush /'ed,braf/ noun a machine that
uses compressed air to spray ink or paint o
He uses an airbrush to create soft back-
ground effects. m verb to paint using an
airbrush

abbreviation Annual Genera

air cargo /'ea ,ka:gau/ noun goods sent
by air

air-dried paper /,ea draid 'perpa/ noun
good-quality paper made and dried slowly
in air, instead of being passed over heated
rollers

air forwarding /'ea ,forwadin/ noun the
act of arranging for goods to be shipped by
air

air freight /'es frert/ noun a method of
shipping goods in an aircraft

airfreight /'eofrert/ verb to send goods
by air o to airfreight a consignment to
Mexico o We airfreighted the shipment
because our agent ran out of stock.

air freight charges /'eo frert
tfa:dziz/, air freight rates /'ea freit
rerts/ plural noun money charged for
sending goods by air

air letter /'ea \leta/ noun a special sheet
of thin blue paper which when folded can
be sent by airmail without an envelope
airmail /'eameil/ noun asystem of trans-
porting letters and packages by air m verb
to send lettersor parcelsby air o to airmail
a document to New York

airport edition /'eapo:t 1,dif(a)n/ noun
alarge-format paperback version of a new
book, which may be available to buy in an
airport shop several weeks before its offi-
cial publication date

airport fiction /'eapo:t ,fik[(a)n/ noun
a type of fiction which sells well at
airports, generally because does not deal
with serious subjects and is therefore easy
to read on a plane journey or on holiday
airtight /'eatait/ adjective not alowing
air to get in o The goods are packed in
airtight containers.

ALA abbreviation American Library
Association

Albion press /'elbion pres/ noun a
make of solid old hand press, made of cast
iron, still used for printing lithographs and
other fine art printing work

album /'zlbom/ noun a collection in
book form of short literary or musica
pieces or pictures

album paper /'zlbom ,peipa/ noun
thick paper with an antique finish, used for
making the pages of photograph albums
aliasing /'eiliasig/ noun jagged edges on
acurved line in an image that appear when
itisenlarged

align /o'laimn/ verb to place two objects
sideby sideinaline



aligning edge

aligning edge /s'lainig ed3/ noun the
edge of an optical character recognition
system used to position a document
alignment /s'lainmont/ noun the
ordering of lines of type relative to a
margin or line o in alignment correctly
aigned

all caps /,0:1 'keeps/ adjective of text, set
entirely in uppercase letters

all expenses paid /,0:1 1k'spensiz
.perd/ adjective with al costs paid by the
company o an all expenses paid trip to a
conference in San Francisco

alley /'eli/ noun a white space between
two columns of text

all-in /,0:1 'in/ adjective including every-
thing

all in hand /,o:1 1 'hend/ adjective
relating to a typesetting job which is with
the compositors

all-in price /,0:1 m 'prars/, all-in rate
/,0:1 m 'rert/ noun the price of something
which coversall itemsin the purchase such
as goods, delivery, tax and insurance

all rights reserved /o:l ratts r1
'z3:vd/ phrase printed on books and docu-
ments to show that they are subject to
copyright

all up /,2:1 'ap/ adjective relating to a
typesetting job where the compositors
have finished setting the copy

alphabet /'&lfabet/ noun a set of letters
or symbolsin afixed order used for writing
the words of alanguage

alphabetical /,&lfa'betik(a)l/ adjective
in the same order as the letters of the
alphabet

alphabetical index /alfabetik(a)l
'indeks/ noun an index where the items
are listed in the order of the letters of the
alphabet

alphabetically /,&lfa'betikli/ adverb in
aphabetical order o Thefiles are arranged
alphabetically under the customer’s name.
alphabetical order /alfabetik(a)l
'2:do/ noun arrangement according to the
usual order of letters in an alphabet o The
authors' names are given in alphabetical
order.

alphabetic character set /,&lfobetik
'keerikto ,set/ noun characters, both capi-
tals and small letters, that make up the
alphabet

alphabetic shift /elfobetik '[ift/
noun the shift key which activates the
|etters on an a phanumeric pad

alphabetise /'&lfobetaiz/, alphabetize
verb to sort into a phabetical order
alphabet length /'zlfobet len6/ noun
the space taken by the 26 |ower case letters
of the alphabet in a particular typeface,
measured in points
alphamosaic /elfomou'zerk/ adjec-
tive avery basic character set used in low-
resolution graphics display mediums such
as teletext
alphanumeric characters
/,elfonjomerik 'keriktoz/, alphanu-
merics /,@lfonju'meriks/ plural noun
letters and Arabic numerals, and other
signs such as punctuation marks. Also
called alphanumeric set
alphanumeric data /alfonjumerik
'derta/ noun data shown by the letters of
the alphabet and the Arabic numerals
alphanumeric display
/,@lfonjumerik dr'spler/ noun a display
device able to show characters as well as
numbers
alphanumeric keyboard
/,elfonjomerik  'kitbo:rd/ noun a
keyboard containing character keys aswell
as numerical keys
alphanumeric set /elfonju'merik
set/ noun same as alphanumeric charac-
ters
alphaphotographic /,&lfofoutou
‘greefik/ adjective representing pictures
using predefined characters, for teletext
services
alpha pulp /'zlfs palp/ noun wood pulp
with almost all the cellulose removed
alphasort /&lfa'sort/ verb to sort data
into a phabetical order
alter /'s:1ta/ verb to change
alteration /o:lto'rerf(9)n/ noun a
change which is made o He made some
alterations to the print specifications. o
The agreement was signed without any
alterations. o The proofs were passed for
press with no alterations.
COMMENT: An alteration is a change made
by the author or publisher to a proof, where
there is no error on the part of the printer.
Changes to correct errors made by the
printer are called ‘corrections’.
alternate selection /ol t3mnat s1
'lek[on/ noun a book which is the second
choice offered to book club members
ALT tag /'o:lt teeg/ noun a piece of text
attached to an image on a webpage, which
is displayed when graphics are unavailable
or have been turned off



aniline dye

Amazon /‘amozon/ a trade name for a
leading online seller of books, CDs DVDs
and other products

ambient media /,&embiont 'mi:dio/
noun advertising media outdoors, eg.
posters, advertisements on the sides of
buses, etc.

amend /o'mend/ verb to change some-
thing written or said

amendment /o'mendmont/ noun some-
thing that is added to a written or verbal
statement in order to change it

American /o'merikon/ adjective refer-
ring to the United States of Americao She
isasking for American paperback rights. o
The American edition is not for sale in
Europe.

American Booksellers’ Associa-
tion /o,mertkon 'bukseloz )
,sausie1f(a)n/ noun an organisation repre-
senting American booksellers, which
sponsors an annual convention at which
publishing companies have stands showing
their new titles. Abbr ABA (NOTE: The
book fair sponsored by the ABA, and
formerly also called ‘the ABA’, has
changed its name to BookExpo America.)

American groove /o'merikon gru:v/
noun ajoint in binding, where space is left
between the board and the spine to allow
the book to open flat. Also called French
groove

Americanisation /o,mer1konar
'ze1f(d)n/, Americanization noun
changing the spelling and style of a book
written in English from British to Amer-
ican English (NOTE: The reverse process is
Briticisation.)

Americanise /o'merikonarz/, Ameri-
canize verb to change the spelling and
style of a book written in English from
British to American. » British traditional
market

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

American Library Association /s
.;merikan 'laibrari 9,sausierf(a)n/ noun
the oldest and largest library association in
the world for the support of qualified
librarians and information workers. Abbr
ALA

American Publishers Association
/o,mertkon 'pablifoz 9,sousierf(o)n/
noun an organisation that represents Amer-
ican publishers. Abbr APA

American Sign Language /s
;merikon ‘'sam lengwid3z/ noun a
system of communication used by people
with impaired hearing that uses motions or
gestures of the hands. Abbr ASL
American Standard Code for Infor-
mation Interchange /o,merikon
stendod koud for ,nfomeif(o)n
'Intatfeind3/ noun a computer code
which represents alphanumeric characters
as binary code. Abbr ASCII
ampersand /'zmposand/
symbol (&) meaning ‘and’
analogue proof /'&n(a)log pru:f/ noun
a proof which very closely approximates
the actual appearance and finish of the
printed page

analyse /'znolaiz/ verb to examine a
situation in detail in order to understand it
better

analysis /a'nelosrs/ noun the process of
examining something in detail

analyst /'&nslist/ noun a person who
analyses data

ancestral file /&n,sestral 'fail/ noun a
system of backing up computer files, from
son to father to grandfather file, where the
son is the current working file

anecdotal /&nik'dout(e)l/ adjective
consisting of or based on second-hand
accounts rather than first-hand knowledge
or scientific investigation

angle /'zpgol/ noun a corner where two
sidesjoin

angle bars /'epgel ba:z/ plural noun
metal rods on arotary press which turn the
web of paper so that it is running in a
different direction. Also called turner bars
angle brackets /'zpgel  brekits/
plural noun signs ([ and ]) used in mathe-
matical setting

angle cutter /'zpgel kato/ noun a
machine for cutting paper from areel
aniline dye /'‘@nilain day noun
synthetic dye made from a benzene base

noun a



aniline foil

aniline foil /'enilamn fo1l/ noun a fail
used in blocking covers, which contains
aniline dyes

aniline ink /'e&enilain 1pk/ noun atype of
quick-drying ink

anilo roller /'@nilou ,roulo/ noun a
roller used in flexography to apply aniline
ink

animal tub-sized /,&nm(o)l sarzd
'peipa/ adjective referring to paper which
has been treated by passing it through a
bath of gelatine. Abbr ATS

ann. abbreviation annals

annal /'en(a)l/ noun a periodica that
records events and reports in a field of
research

annals /'&n(a)lz/ plural noun history in
general, asit isrecorded in books and other
documents

annexe noun /‘zneks/ 1. an appendix,
epilogue or other additional materia
attached to a larger document 2. US a
supplement to a specialised book m verb /o
'neks/ to attach something such as a docu-
ment

annotate /'@natert/ verb to add notes to
something written in order to explain it
more fully

annotated bibliography /,@natertid
,bibli'pgrafi/ noun a bibliography with
notes

annotated text /&notertid 'tekst/
noun text with notes written by an editor
annotation /,&na'terf(o)n/ noun a note
written to explain items in atext
announce /a'navns/ verb to tell some-
thing to the public o The publishing house
has announced itstitles for the Spring list.
o The results of the literary prize will be
announced next week.

announcement /o'maunsmant/ noun
the act of telling something to the public o
The company delayed the announcement of
its spring publishing programme.

annual /'&enjual/ adjective 1. happening
once a year 2. coming out once a year m
noun a book that is published and updated
once ayear

annual accounts /,@&njual o'kaunts/
plural noun accounts prepared at the end of
afinancial year

Annual General Meeting /znjusl
,dzen(a)ral 'miztig/ noun ameeting of all
the shareholders, when the company’s
financial situation is discussed with the
directors. Abbr AGM

annually /'enjusli/ adverb each year o
Our prices are raised annually on March
1st.
annual report /,&njual r1'po:t/ noun a
report of acompany’sfinancial situation at
the end of a year, sent to al the share-
holders
anodised plate /anodaizd ‘'plert/
noun a plate used in offset printing, which
is specially coated to prevent wear
anon /a'non/ abbreviation anonymous
anonym /'‘znanim/ noun a publication
whose author is unnamed or unknown
anonymous /o'nonimoas/ adjective of
unknown name or authorship
answer /'ainsa/ noun a reply or letter
written following an order; publishers
answersare usually computerised, and take
the form of recognised abbreviations, such
as RP/ND or OP
antedate /@ntr'dert/ verb to put an
earlier date on a document o The invoice
was antedated to January 1st.
anthologise /zn'6plodzaiz/, antholo-
gize verb 1. to gather works from different
writers, musicians or artists into a collec-
tion 2. to compile or publish an anthology
anthology /en'6plodzi/ noun a book
that consists of essays, stories or poems by
different writers
anthology piece /en'Oplodszi pizs/
noun a poem or passage which appears
frequently in anthologies
anti-aliasing /,znti 'eiliosig/ noun the
process of reducing the effects of jagged
edges in graphics by using shades of grey
to blend in along edges. Also called dejag-
ging
anti-dumping /,enti 'dampip/ adjec-
tive protecting acountry against dumping o
anti-dumping legislation
anti-halation backing /enti ho
'lerf(a)n ,baekin/ noun backing to a film
which prevents caused by reflection from
the emulsion causing a halo effect on the
image
antimony /'entimoni/ noun a metal
which forms part of the alloy used in metal
type
COMMENT: The other metals in the alloy are
lead and tin. Antimony is added to make the

alloy harder, and better able to make very
thin lines.

Antiqua /en'tizkwa/ noun a German
name for roman typeface

antiquarian /,&nt1'kweorion/ adjective
relating to or dealing with antiques or



APR plate

antiquities, especialy rare and old books.
Abbr antiq. m noun a very large size of
handmade paper

antiquarian bookseller  /ant1
Jkweorion ,buk'sela/ noun a bookseller
who specialises in expensive old books
antique face /en'tik fers/ noun one of
arange of old-style typefaces

antique finish /en'tizk finif/ noun
paper with a rough surface which looks as
if it is handmade, or any bulky rough-
finished paper

antique laid paper /entizk 'lerd
,pe1pa/ noun fine paper which imitates old
handmade paper, with watermarks in the
form of fine straight lines across the paper
and thick lines along the grain. Also called
laid paper

anti-setoff /&nti 'setof/ adjective
preventing the ink of one page staining the
facing page

anti-setoff paper /,&nti 'setof ,perpa/
noun thin transparent paper put between
the pages of an expensiveillustrated book
anti-setoff spray /,@nti 'setof ,sprer/
noun fine powder used on a press to
prevent set-off between sheets

anycast /'enika:st/ noun an act of
sending data across a computer network
from a single user to the nearest receiver
AP abbreviation puBL Associated Press
a.p. abbreviation pusL author’s proof
aperture /'zpatfa/ noun a partialy-
enclosed rounded white space in a letter
suchas‘c or'S

apex /'erpeks/ noun thetop part of achar-
acter such as a capita ‘A’, where the
strokes meet

apostrophe /a'postrafi/ noun a punctu-
ation mark which indicates either contrac-
tion or possession

app. abbreviation PuBL appendix
apparent density /a,peront 'densiti/
noun the weight of a particular volume of
paper, calculated by dividing the basic
weight by the thickness

appeal /a2'pi:l/ noun 1. the attractiveness
of something which makesit popular o The
illustrations have a lot to do with the
book’s continuing appeal. 2. a request for
something to be reconsidered m verb to
attract somebody o These titles should
appeal to the under-25 market. o Theidea
of working in Australia for six months
appealed to her.

appear /o'pra/ verb 1. to be published o
The book is advertised to appear in the
spring. o The second volume will appear
shortly. 2. to seem o The company
appeared to be doing well.

appearing size /a'prariy saiz/ noun
the size of a printed character on the page,
not the same as body size (NoTE: The
maximum appearing size of a face is the
distance between the ascender and
descender lines. The body size is indicated
by points, and the appearing size may be
several points smaller.)

append /o'pend/ verb to add extrainfor-
mation to something, especially to a docu-
ment

appendix /a'pendiks/ noun a section at
the end of a document giving extra infor-
mation (NOTE: The plural is appendices /o
'pendisizz/ \)
COMMENT: Appendices are always printed
at the back of a book, always starting on a
right-hand page. They must be laid out in a
way which shows clearly that they are not
part of the main text.
Apple Mac /'zp(s)l meak/, Apple
Macintosh computer a trade name for a
range of personal computers developed by
Apple Inc. that has a graphical user inter-
face.

applet /'eplat/ noun a small application
program on the Internet designed to
enhance the functionality of awebpage
application form /epli'kerf(o)n
[form/ noun a standardised form to be
filled in when applying for something
approval /a'pru:v(a)l/ noun agreement o
All jackets must be submitted to the
author’s agent for approval.

approval copy /a'pruzv(a)l kopi/ noun
an inspection copy of a book sent to a
teacher which may be kept without
payment if a class set of the book is
ordered for the students

approve /a'pru:v/ verb to agree to o to
approve the terms of a contract

apron /'erpran/ noun 1. in paper making,
astrip of rubber at the end of aflow box to
close the gap beneath the wire mesh 2. US
an extra wide margin on a page which has
afold-out

APR plate /er pi: 'a: ,pleit/ noun a
printing plate made from photopolymer
resin, used in flexography and rotary letter-
press. Full form Asahi Photopolymer
Resin plate



aquatint

aquatint /'akwotint/ noun 1. a printing
process using a copper plate, which is
etched to produce halftones 2. aprint made
in thisway

AR abbreviation aspect ratio

Arabic numerals /,@&rabik
'njurmoral/, Arabic numbers /a&robik
'namboz/, Arabic figures /arobik
'figoz/ plural noun normal numbers (such
as 1, 2, 3, etc.) as opposed to Roman
numerals (I, I1, 111, IV, etc.) o The page
numbers are written in Arabic figures.
archetype /'a:kitaip/ noun a document
or book that illustrates the styles of a
particular time and subject

architecture /'a:kitektfo/ noun the
planning and design of buildings or
systems

archival paper /'a:kaiv(o)l ,perpa/
noun specia acid-free paper used for
important documents such as wills, which
may have to be kept for avery long time

archive /'a:karv/ noun 1. apublic record,
document or photograph of historical
interest kept in an official repository 2. a
collection of documents and records
relating to the history of an organisation m
verb to put datain storage

archived copy /,a:kaivd 'kopi/ noun a
copy of something such as a computer file
or abook kept in storage

archive file /'a:tkarv fail/ noun a file
containing data which is out of date, but
which is kept for future reference

archives /'a:karvz/ plural noun docu-
mentsrelating to an organisation, person or
company, kept for many years o The
company’s archives contain documents
referring to the founders of the company in
the 18th century.

area /'earia/ noun a space in a building
such asalibrary, designated for aparticular
purpose, e.g. areference area

area composition ['eario
.kompazif(a)n/ noun the composition of
pages so that as many elements as possible
are in place to reduce or eliminate page
make-up

area fill /'eario fil/ noun a graphics
instruction to fill an areaof the screen or an
enclosed pattern with a colour or pattern

area graph /'eario gra:f/ noun aline
graph in which the area below the line is
filled with a pattern or colour

area layout /'esrio |leravt/ noun a
layout of the printing area of a page, made
up during area make-up

area manager /,esrio 'manid3a/ noun
amanager who is responsible for a part of
the country

aring /'er rig/ noun same as a circle
arm /axm/ noun a horizontal stroke on a
character which is unconnected to another
stroke at one end, such asthe middle bar in
bre

arrow /'arau/ noun aprinting sign which
pointsin a particular direction

arrowhead /'&rovhed/ noun a printed
sign which isusually used to show across-
reference

art /ait/ noun creative work such as
painting, drawing, music or sculpture

art board /'a:t bo:d/ noun shiny wood-
free coated card used for colour covers
art book /'a:t buk/ noun a book with
illustrations, dedling with a painter,
sculptor, style of design or other art topic
art department /'a:t di,pa:tmont/
noun the section of a publishing company
that dealswith illustrations or book jackets

article /'a:tik(a)l/ noun 1. a piece of
writing in a newspaper or magazine 2. a
message sent to an electronic newsgroup

articles of association /a:tik(s)lz
v 9,sousi'erf(9)n/, articles of incorpo-
ration /,a:tik(d)lz av 1 koipa'rerf(a)n/
plural noun a document that regulates the
way in which a company’s affairs are
managed o This procedure is not allowed
under the articles of association of the
company.

articles of partnership /a:tik(d)lz
ov 'pa:tnafip/ plural noun a document
that sets up the legal conditions of a part-
nership

artificial intelligence /,a:tif1f(3)l n
'telidzons/ noun the design and develop-
ment of computers which attempt to
imitate some human characteristics. Abbr
Al

artist /'a:tist/ noun a person who creates
artwork for use in a book

art paper /'a:t ,peipal/ noun shiny paper,
coated on one or both sides with chinaclay
and size, used for illustrations, especially
halftones

art publisher /'a:it ,pablifo/ noun a
publisher who specialisesin art books



asterisk

artwork /'artws:k/ noun drawings,
photographs and text prepared for inclu-
sion in abook or advertisement. Abbr a/w
Asahi Photopolymer Resin plate
full form of APR plate
ascender /a'senda/ noun 1. the part of a
lower case letter such as h, d or b that
projects above the body of the letter 2. a
lower case letter with an ascender
ascender line /a'sends lain/ noun a
line marking the top of the ascendersin a
row of type, dightly higher than the cap
line
ascending letter /a'sendip ,leta/ noun
aletter that hasan ascender, suchas‘b’, ‘d’
orl’
ASCIl ['eski/ abbreviation American
Standard Code for Information Inter-
change
ASCII character /'eski karikta/ noun
a character which is in the ASCII list of
codes
ASCII file /'eski fail/ noun a stored file
containing only ASCIl coded character
data o Make an ACI| file of the document
for clients who use different word-
processing software.
ASCII keyboard /,&ski 'ki:bo:d/ noun
akeyboard which gives all the ASCII char-
acters
A series ['er sioriiz/, A sizes plural
noun |SO recommended international
standard sizes of paper, also used for sizes
of computer screen. » B series, C series
COMMENT: A sizes of paper are based on
the largest size (A0), which is 1189 x
841mm; folded once, this gives Al (841 x
594mm), which if folded once gives A2 (594
X 420mm), and so on.
aspect ratio /'‘aspekt reifiou/ noun
the ratio of the width to the height of an
illustration, used especialy in computer
graphics. Abbr AR
ASPIC /'espik/ noun a set of codes
adopted by the BPIF as standard for
marking up text. Full form author’s
standard pre-press interfacing code
assemble /a'semb(a)l/ verb 1. to bring
the parts of acollection together 2. tofit the
parts of something together to make it
whole
assembly /a'sembli/ noun the process or
result of putting together the various parts
of anitem o They put in an estimate for the
assembly of the learning kits. o The editor
wants to check the page assembly of the
film positives.

asset value /'®set ,valju:/ noun the
value of a company calculated by adding
together all its assets

assign /a'sain/ verb to alocate a task to
a person or send somebody to work in a
particular place

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

receives something that has been assigned
assignment /o'sainmont/ noun a task
often given as part of a programme of
study

assignor /,&sai'no:/ noun a person who
assigns aright to somebody

assist /o'sist/ verb to help somebody,
e.g. by giving them information
assistant /o'sist(o)nt/ noun somebody
who is employed to help another in their
work

assistant editor /a,sist(o)nt 'edita/
noun a deputy who can replace an editor
when he or she is away

associate /o'sausiot/ noun somebody
you work with

associate director /o,sousiot dar
'rekta/ noun adirector who attends board
meetings, but has not been elected by the
shareholders

association /a,sousi'erf(e)n/ noun a
group of people or of companies with the
sameinterest o a book trade association o
aprinters’ association

association copy /a,sousi'erf(o)n
kopi/ noun a copy of a book which has a
connection with the author, e.g. a copy
given by the author to a friend or the
author’s own copy with his or her notesin
it

assortment /a'soitmont/ noun a mixed
lot of bargain books, with books on various
subjects often all sold at the same price

asterisk /'&storsk/ noun a symbol in
theform of astar (*) used to mark thingsto
be noted m verb to mark something with an
asterisk or astar-shaped symbol, especially
to draw attention to it



asterisked

asterisked /'ast(o)riskt/ adjective with
an asterisk attached o The asterisked titles
are also available in hardback.

asterism ['astsiriz(e)m/  noun a
triangle formed of three asterisks which
calls the reader’s attention to a following
passage

as to press /0z tu 'pres/ adjective
referring to proofs of a colour magazine
which show the correct position of the
colour work

asymmetric typography
/,@simetrik tar'pogrofi/ noun a typo-
graphic style which achieves strength and
liveliness by ranging left or right and
avoiding centred lines

asymmetry /e'simatri/ noun a lack of
symmetry or lack of balance between two
parts

asynchronous /er'sigkronoas/ adjec-
tive not needing to be synchronised
asynchronous transfer mode /ex
,sipkronos 'trensf3: ;moud/ noun a
method for transferring data very quickly
using broadband. Abbr ATM

atlas /'&tlos/ noun a book of maps

ATM abbreviation 1. Adobe Type
Manager 2. asynchronous transfer mode
ATS abbreviation animal tub-sized
attendant /o'tendont/ noun somebody
employed to serve or help members of the
public in apublic institution or place
attribute /'etribju:t/ noun a single hit
that defines whether the font has a partic-
ular characteristic, e.g. whether it is
displayed in normal, bold or underlined
auction /'a:kfon/ noun the selling of
rights in a book where publishers offer
bids, and the book is sold to the person who
makes the highest offer o The rights
manager has announced that there will be
an auction for the filmrights. m verb to sell
something at an auction o The paperback
rights were auctioned for $500,000. o The
copy of the Gutenberg Bible was auctioned
for more than $10 million.

audiovisual /,o:diou 'vizual/ adjective
1. relating to sound and vision, especialy
when combined, eg. in a presentation
using both film and sound recordings o
audiovisual media 2. relating to hearing
and seeing o an audiovisual experience
Abbr AV

audiovisual aid /,5:diouvizual 'erd/
noun a teaching or lecture aid that
combines sound and vision, eg. in the

form of video equipment, software
programs or slides accompanied by sound
recordings

audiovisual materials /,o:diouvizual
my't1orialz/ plural noun materialsthat can
be listened to and looked at, such as CDs or
dlides with recorded speech

audit /'o:drt/ verb to examine something
officially to make sure it is correct m noun
an examination of the books and accounts
of a company o to carry out the annual
audit

auditing /'o:ditig/ noun the act of exam-
ining the books and accounts of acompany

auditor /'ordita/ noun a person who
audits books and accounts o The AGM
appoints the company’s auditors.

audit trail /'o:drt trerl/ noun 1. arecord
of al interactions with a system, kept to
assess the level of use 2. arecord showing
what operations a computer or computer
user has performed in a specific period of
time

Augustijn /o:'gasti/ noun a 12 point
type unit used in the Netherlands, corre-
sponding to the UK picaem

authentic /o:'0ent1k/ adjective known to
be real and not a copy

authenticate /o:'0entikert/ verb to say
that something is true

authenticity /,0:0en'tisiti/ noun the
quality of being authentic

author /'2:0a/ noun somebody who
writes books or articles m verb 1. to be the
author of something o The book is
authored by a college professor. 2. to create
a multimedia presentation or application
by combining text, video, sound and
images using a programming language or
special multimedia authoring system
author biography /'5:05 bai,ngrafi/,
author bio noun a short description of the
author, including their  previously
published works, usually included with an
Al

authoring /'0:0army/ noun the act of
creating a multimedia application by
combining sound, video and images,
usually using ascript or authoring software
authorisation /,0:0arar'zeif(a)n/,
authorization noun permission or power
to do something o Do you have authorisa-
tion for this expenditure? o The bookshop
cannot return copies without the
publisher’s authorisation.
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authorise /'o:0araiz/, authorize verb to
give official permission for something to
be done

authorised biography /0:0araizd
bai'pgrafi/ noun abiography that has been
written with the permission of the subject
or, if the subject is dead, with the permis-
sion of the relatives or the estate (NOTE:
The opposite is an unauthorised biog-
raphy.)

authority /o:'0oriti/ noun an expert in
thefield

author promotion tour /'o:80 pro
,mau[(d)n ,tud/ noun atour made by an
author to promote his or her book, e.g.
appearing on local radio programmes and
signing copiesin bookshops

author guestionnaire /0100
kwest[a'nea/ noun a form sent to the
author of abook, asking for details of hisor
her life, and also for ideas on the best
markets for the book

author’s agent /'0:05z ,erdzont/ noun
a person who represents an author and
takes a percentage of hisor her royalty

author’s alterations /,0:00z ,o:lto
're1f(a)nz/ plural noun same as author’s
corrections

author’s contract /,0:00z 'kontrakt/
noun acontract between a publisher and an
author

author’s copies /'0:00z kopi:z/ plural
noun free copies of a book given to the
author under the terms of his or her
contract with the publisher (NOTE:
Normally an author is given six free copies,
but may receive fewer if the book is a very
expensive one.)

author’'s corrections /'0:00z ko
,;rekf(a)nz/ plural noun a change to proofs
which is made by an author, and which is
charged to the author if too many are made.
Also caled author’s alterations. Abbr AC

author’s discount /'0:00z ,diskaunt/
noun a discount allowed to an author who
wants to buy copies of his or her own
works, or sometimes to buy copies of other
books published by his or her publisher

authorship /'0:0af1p/ noun the fact of
being the author of something o She is
credited with the authorship of several of
the poems. o They are trying to discover
the author ship of the book about the Presi-
dent.

author’s proofs /'0:00z pru:fs/ plural
noun proofs checked by the printer’sreader
and sent to the author to read and correct
author’'s standard pre-press inter-
facing code noun full form of ASPIC
auto- /ortou/ prefix done automatically
autobiography /,o:toubar'ngrafi/
noun an account of a person’s life written
by that person

autoflow /'ortouflov/ noun text that
automatically flows around a graphic
image or from one page to the next
autograph /'a:tagra:f/ noun the signa-
ture of somebody famous m verb to sign a
copy of one's book o He gave an auto-
graphed copy of his novel to thelibrary.
autographing session /'ortagra:fin
,sef(a)n/ noun a publicity party where the
author signs copies of his or her book in a
bookshop for people who have bought
them

auto-indent /'artou ,ndent/ noun an
instruction for the automatic indenting of a
text by atypesetter

auto-indexing /'o:tou ,indeksig/ noun
the process of automatic indexing using a
computer program

automatic /,o:to'matik/ adjective able
to operate by itself without constant user
input

automatically /o:to'meetikli/ adverb
working without a person giving instruc-
tionso Address labelsare printed automat-
ically at the same time as the invoices. o
The typesetting machine justifies lines
automatically.

automatic carriage return
/,oitomeetik 'keerid3 rits:in/ noun a
system where the cursor automatically
returnsto the beginning of anew line when
it reaches the end of the previous one
automatic data processing
/,o:itomeetik 'derta ,prousesin/ noun data
processing done by a computer
automatic dictionary /ortomeetik
'dik fon(a)ri/ noun the dictionary of words
in a spelling check program

automatic font downloading
/,oitomeetik 'font doun,loudig/ noun a
process in which specia font information
is sent to a printer by the application
automatic  heading /ortomeetik
'hedir/ noun the making of headings auto-
matically by the computer page make-up
program



automatic sewer

automatic hyphenation and justifi-
cation /o:tomeetik  harfonerf(s)n on
dzastifr'kerf(a)n/ noun the process
where a typesetting machine hyphenates
words at the ends of lines and justifies the
lines automatically

automatic page make-up
/,oitometik 'perd3 ymeik Ap/ noun a
process where the typesetting machine
makes the text into pages automatically
automatic paster  /o:tomaetik
'peista/, automatic reel change
/"a:toupersta/ noun same asflying paster
automatic sewer /,o:itomatik 'soud/
noun an automatic sewing machine
autopaster /'a:toupeista/ noun same as
flying paster

autoplate /'o:touplert/ noun a machine
which makes curved printing plates
autopositive /o:tou'pozitiv/ noun a
positive photographic image made without
anegative stage

auto trace /'ortou trers/ noun a feature
of some graphics programs that will trans-
form a bit-mapped image into a vector
image by automatically locating the edges
of the shapes in the image and drawing
lines around them

auxiliary language  /o:g,ziliari
'lengwid3/ noun a language that is used
by speakers of other languages in order to
communicate

AV abbreviation MEDIA audiovisual
availability /o,verlo'biliti/ noun the
ability to be obtained, used or seen o The
new books were given limited availability
of one week per person, so that more
people could read them.

available /a'veilob(a)l/ adjective ready
to be used o available time or information
o thetitleisno longer available the book
isout of print o not yet available a report
on an invoice that a book is not ready
immediately (because it has not yet been
published or is reprinting)

avid /'evid/ adjective enthusiastic,
extremely interested or absorbed, espe-
cially in abook or film

a/w abbreviation artwork

award /o'wo:d/ noun 1. a prize given for
doing something well 2. a sum of money
given for a specific purpose o an award to
help you to study m verb to give a prize or
financial grant

award-winning /o'wo:d ,winiy/ adjec-
tive having won a prize o an award-
winning TV play o an award-winning
science fiction author

axe /aks/ verb to cut or stop something o
to axe the publicity budget o Several jobs
are to be axed in the printing industry.
axis /'eksis/ noun a fixed line against
which other positions can be measured,
e.g. the vertical and horizontal axes on a
graph (NoTE: The plural is axes.)

azerty keyboard /o,za:ti ‘'kirbo:d/
noun a keyboard where the keys are
arranged with the first line beginning
AZERTY, used mainly in Europe. » qwerty
keyboard

azure /'z3a/ noun alight blue

azure laid /'&3s lerd/ noun blue writing
paper with laid lines

azure wove /'&30 wouv/ noun blue
writing paper without laid lines
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B2B /bi: to 'bi:/ adjective referring to
products or servicesthat are aimed at other
businesses rather than at consumers. Full
form business-to-business

B2C /,bi: to 'sii/ adjective referring to
products or services that are aimed at
consumers rather than at other businesses.
Full form business-to-consumer

BA abbreviation Booksellers Association,
The

bachelor’s degree /'bat [oloz di,gri:/
noun a degree awarded on the successful
completion of an undergraduate course at a
college or university and, at some universi-
ties, on completion of ausualy short post-
graduate course

back /bak/ verb to put aback or spine on
a book o The book is cloth bound, backed
in leather. m noun the part of a book where
the pages are glued or stitched to the
binding m adjective published or issued at
an earlier date

back board /'bak bo:d/ noun the board
which forms the back of a book
backbone /'bakboun/ noun 1. US the
spine of a book 2. a high-speed, high-
capacity connection path that links smaller
sub-networks

back catalogue /bzk 'ket(o)lng/
noun the complete collection of record-
ings, films or books made by an artist or a
company to date

back copy /'bak kopi/ noun acopy of
an old issue of a newspaper or magazine
back cover /,bak 'kava/ noun the cover
at the back of a book or magazine, which
can have publicity matter or details of the
author o The author’s photograph appears
on the back cover.

backdate /bak'deit/ verb to make
something effective from an earlier date
than the current one

backer /'beka/ noun the card display at
the back of a dump bin, which draws atten-
tion to the booksin the bin

back flap /,bek 'fleep/, back jacket flap
/,baek 'dzekit flep/ noun a flap on a
book jacket which isfolded inside the back
cover

background /'bekgravnd/ noun 1. the
context of a Stuation, which helps to
explain it 2. scenery behind the main
people and objects in a picture or photo-
graph

background art /'bekgravnd a:t/
noun artwork which forms the background
of adesign

background colour /bakgravnd
'kala/ noun the colour of a computer
screen display, with characters and
graphics displayed in a different fore-
ground colour

background printing /bakgravnd
'printin/ noun printing from a computer
whileit is processing another task
background processing
/,beekgraund 'prousesin/ noun execution
of computer tasks that continues while the
user is working with another application.
Once started, background tasks such as
printing or copying data take place without
user input.

backing /'bakiy/ noun money or support
given to a person or an organisation for a
particular project

backing boards /'bakiy bo:dz/ plural
noun heavy boards between which the
folded signatures of abook are held while
being prepared for having the cover
attached

backing machine /'bekiy ms,[imn/
noun a machine that backs books
backing up /bzkigp 'ap/ noun 1.
printing on the back of a printed sheet 2.



back issue

the act of building up a plate to the right
height

back issue /'bak ,1fui/ noun US same
asback number

back lining /,bzk 'lamnig/ noun a piece
of thin cloth or paper glued to the sewn
spine of abook before the cover is attached
backlist /'baklist/ noun the range of
books already published by apublisher that
aredtill in print

backlog /'beklpg/ noun work waiting to
be done and causing delays

back margin /bzk 'ma:d3in/ noun a
margin on a printed page which is near the
spine of the book

back matter /'bak ,meto/ noun the
parts of a book that appear after the main
text, e.g. the index or an appendix

back number /'b&k ,namba/ noun an
edition of a magazine, newspaper or other
document which is not the most recent
edition

back of book /,baek ov 'buk/ noun the
last pages of a magazine containing adver-
tisements

back orders /'bak ,o:doz/ plural noun
ordersreceived in the past and not fulfilled,
usually because theitem isout of stock o It
took the factory six weeks to clear all the
accumulated back orders.

backplaning /'bakpleiniy/ noun the
act of removing athin layer from the back
of a stereo or plate, to make it the right
height

backslant /'baksla:nt/ noun atypeface
which slopes towards the left, as opposed
to italic which slopes to the right
backspace /'bazkspeis/ noun move-
ment of a cursor or printhead back by one
character

backspace character /'bakspers
kerikta/ noun a code that causes a back-
space action in adisplay device
backspace key /'bakspers ki:/ noun a
key that moves the cursor back one space
backstrip /'"bekstrip/ noun along piece
of paper or linen glued down the spine of a
book after the pages have been sewn and
rounded, but before the case is put on
back to back /,bzk to 'bxk/ adjective
printing on the back of a printed sheet
back up /,bak 'ap/ verb to make a copy
of computer data to keep in case anything
goes wrong with the original

backup /'bekap/ noun a duplicate copy
of afile on acomputer

backup ad /'bakap e&d/ noun an adver-
tisement printed in a magazine in which
the advertiser has put an insert

backup machine /'bakap mo,[imn/
noun a second machine used in case of
emergencies

backup procedure /'bekap pro
,sitd3za/ noun a method of making backup
copies of files

backwards compatible /bzkwodz
kom'paetab(a)l/ adjective relating to a
computer hardware or software product
that is compatible with its predecessors to
the extent that it can useinterfaces and data
from earlier versions

backwater /'bakwoita/ noun water
removed from the pulp during the first
stages of papermaking

bad buy /bed 'bar/ noun something
bought which was not worth the money
paid for it

bad copy /,bed 'kopi/ noun a manu-
script whichisillegible or badly edited and
which the typesetter will not accept

bad debt /,bed 'det/ noun money owed
which will never be paid back o The
company has written off £30,000 in bad
debts.

bad sheets /bad '[iits/ plural noun
sheets that have been badly printed

bail /beil/ noun a hinged bar on a type-
writer or printer that holds the paper steady
.BAK, .bak suffix an extension to a
filename, indicating a backup version of a
file

baked /beikt/ adjective relating to type
that has become stuck together

baked image /beikt 'tmid3/ noun a
printing plate that has been heated to make
the etched surface harder

balance /'b&lons/ verb a financial term
meaning to keep expenditure equal to
income m noun 1. the positioning of text
and graphics on apage in an attractive way
2. the arrangement of elements such as
text, illustrations etc on a page

balance brought forward /balons
bro:t 'forwad/, balance carried forward
noun the amount entered in an account at
the end of a period to balance the expendi-
ture and income which is then taken
forward to start the new period

balance in hand /balons m 'hend/
noun cash held to pay small debts and
running costs. Also called cash in hand
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balance sheet /'balons [iit/ noun a
statement of the financial position of a
company at a particular time, such as the
end of the financial year or the end of a
quarter, showing the company’s assets and
liabilities

balloon /ba'luin/ noun a circle
containing the words ‘spoken’ by a char-
acter in acartoon

balloon former /ba'luin ,fo:ma/ noun a
former on a web machine which takes the
folded sheets of a newspaper as they are
printed

ban /ban/ noun an order which forbids
somebody from doing something o a
government ban on the import of subver-
sive literature o a ban on the export of
computer software m verb to forbid some-
thing or to make something illegal o The
government has banned the publication of
the book.

band /band/ noun 1. a strip of paper
which is put round a book o The book has
a band marked ‘Winner of the 1997 Booker
Prize'. 2. astrip of cloth which goes across
the back of the book, to which the signa-
tures are sewn, the edges of the band being
glued to the cover boards 3. araised strip
on the back of a leatherbound book
covering the strings 4. strong plastic tape
put round bundles of newspapers or maga-
zines to pack them

band strapper /'band ,streepa/ noun a
machinefor bundling newspapers or maga-
zines and attaching them with a plastic
band

B&W abbreviation black and white
bandwidth /'bendwid6é/ noun the
capacity, often measured in bits per
second, of acommunication channel, e.g. a
connection to the Internet

bang /bep/ noun US in typesetting, the
character !

bank /bepk/ noun somewhere to store
things ready for use

bank account /'bagk 2,kauvnt/ noun an
account which acustomer has with a bank,
where the customer can deposit and with-
draw money

bank balance /'bapk balons/ noun
the state of abank account at any particular
time

bank book /'bepk buk/ noun a book
which shows money that somebody has
deposited or withdrawn from a bank
account

bank charge /'bepk tfa:dz/ noun a
charge which a bank makes for carrying
out work for a customer

bank draft /'bank dra:ft/ noun an order
by one bank telling another bank, usually
in another country, to pay money to some-
body

banker /'beepka/ noun aperson who runs
abank

banker’s envelope I'bepkoz
.envalaup/ noun a rectangular envelope
with the flap along the top

banker’s order /'begkoz ,o:da/ noun
same as standing order o He pays his
subscription by banker’s order.

bank note /'bepk naut/ noun apiece of
printed paper money

bank paper /'begk ,peipa/ noun thin
paper used for things like flimsies

banner /'bana/ noun 1. aheading or title
across the width of a page 2. an online
interactive advertisement that appearson a
webpage, usually at the top or bottom, and
contains a link to the website of the busi-
ness whose products or services are being
advertised

banner ad /'b&no &d/ noun an adver-
tisement which stretches across the top or
bottom of a printed page or awebpage

banner exchange /'b&no 1ks,tfeimnd3/
noun an agreement between two or more
businesses, in which each alows the
others’ advertising banners to be displayed
on itswebsite

banner headline /bano 'hedlam/
noun an extralarge newspaper headline
bar /ba:/ noun 1. athick band of colour 2.
ahorizontal stroke on a character which is
connected to another stroke at either end,
such asthe middle bar in ‘A’

bar chart /'ba: tfa:t/ noun a graph in
which the datais represented by horizontal
or vertical bars. Also called bar graph

barcode /'ba:koud/ noun a line of
printed stripes of different thickness repre-
senting a numeric code which can be read
electronically

COMMENT: Barcodes are found on most
goods and their packages. The width and
position of the stripes is sensed by a light
pen or optical wand and provides
information about the goods, such as price,
stock quantity, etc. The main type of
barcode used in Europe is the European
Article Number (EAN) or the Universal
Product Code (UPC). Barcodes are used
on the backs of books, giving their ISBN



barcode reader

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

barcode reader /'ba:koud ri:da/,
barcode scanner /'batkoud skena/
noun an electronic device used to read
barcodes

bargain books /'ba:gin buks/ plural
noun books that are sold at a cheaper price
as remainders or special offers
bargaining position /'ba:ginig po
.1 (9)n/ noun a statement of intentions by
one group during negotiations

barge /ba:d3/ noun a case with small
compartments for type, used when making
corrections

bar graph /'ba: tfa:t/ noun same as bar
chart

baronial envelope  /ba'rounisl
.envalaup/ noun US asguare pocket enve-
lope

baryta paper /ba'raito ,perpa/ noun
coated matt paper used for high-quality
repro or proofs from which typematter or
photographs can be made

base /bers/ noun 1. the lowest or first
position 2. a flat surface which supports
something, such astheflat plate supporting
film or the bottom plate used in letterpress
printing 3. background colour o Thetitleis
reversed out of a dark blue base.

base alignment /'beis olammont/
noun the act of making surethat the bottom
lines of several columns are level

base artwork /bers 'artwsik/ noun
artwork to which further illustrations have
to be added

base line /'bers lamn/ noun 1. the bottom
reference line used when typesetting to
make sure characters are correctly located
2. US thelast line on atypeset page
baseline /'berslain/ noun the data used
as a reference with which to compare
future observations or results

base material /'bers ma,tiorial/ noun
in printing, the material that isto be coated
base paper /'beis ,peipa/ noun thick
paper used to make coated paper

basic /'bersik/ adjective 1. normal 2.
simple or from which everything starts o
He has a basic knowl edge of typography. m
noun US afirst edition of atext which has
been revised

BASIC /'bersik/ noun a computer
programming language. Full  form
Beginner's  All-Purpose  Symbolic

Instruction Code

basic discount /beisik 'diskaont/
noun a normal discount without extra
percentages o Our basic discount is 20%,
but we offer 5% extra for rapid settlement.
basics /'bersiks/ plural noun simple and
important facts o He has studied the basics
of page make-up.
basic stock /beisik 'stok/ noun
standard titles which are considered neces-
sary to form the core of an authoritative
book stock. Also called core stock
basic weight /'bersik weit/ noun the
weight of printing paper per 500 sheets
basis /'beisis/ noun the foundation or
reason for something
basis weight /'beisis weit/ noun 1. the
weight of paper in grams per square metre
2. US basic weight, the weight of 500
sheets of paper of a standard 25 x 38 inch
size, measured in pounds
COMMENT: In the USA basis weight can
also be given for 1,000 sheets, in which
case it is followed by the letter ‘M’: so 120M
is the same as 60 pounds basis weight per
500 sheets.
Baskerville /'baskavil/ noun atypeface
characterised by serifs, suitable for books
and periodicals
bastard progressives /'ba:stad pro
.gresivz/ plural noun progressive colour
proofs showing different combinations of
colours, but not necessarily in order of
printing
bastard size /'ba:stad saiz/ noun an
odd non-standard size of paper
.BAT, .bat suffix an extension to a
filename, showing that the file is a batch
file
batch /batf/ noun a group of things
which are made or dealt with all at one
time m verb to put items together in groups
o to batch invoices or cheques
batch file /'beet[ farl/ noun a combina-
tion of computer files which are treated as
one unit
batch number /'batf namba/ noun a
number used to identify a particular group
batch processing /'bat| ,prouvsesin/
noun a mode of computer operation in
which programs are executed without the
user being able to influence processing
whileitisin progress
‘First thingsfirst, however. Repcol needs
to upgrade its in-house collections
system, and build a live link between
collections and financials. Repcol runs
the collections system on an Informix
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database, but uses a separate Oracle
financials system running on Linux,
batch processing transactions.” [The
Australian]

bath /ba:6/ noun a large open container
for liquids, especially one for developing
photographs

batter /'beta/ noun a defective impres-
sion produced by afaulty printing plate
battered books /'betod buks/ plural
noun US books that have been damaged in
abookshop and are sold cheaply
battered type /'betod tarp/ noun old
metal type which has become damaged
through use

BBIP abbreviation British Books in Print

bcc noun a feature of many electronic
mail programs that allows a user to send
one message to several users at a time (a
carbon copy) but does not display this list
to the recipients. Full form blind carbon
copy

.bck suffix an extension to a filename,
showing that the file is a backup file
beak /bi:k/ noun a curved decorative
stroke on aletter

bear /bea/ verb 1. to have something
written on it o an envelope which bears a
London postmark o The cheque bears the
signature of the company secretary. 2. to
pay costs o The costs of the exhibition will
be borne by the company. o The company
bore the legal costs of both parties. (NoTE:
bearing —bore — borne)

beard /biad/ noun 1. the bevel and
shoulder, the space from the edge of the
face of ametal character to the edge of the
body of the type 2. a dirty mark on a
typeset character

bearer /'beara/ noun a wooden or metal
bar placed beside metal type to prevent the
press from pressing down too hard

bear off / bea 'nf/ verb US to adjust the
spaces between letters or words to make a
line justify

beat /bi:t/ verb to hit something hard
beater /'biztal, beating engine, beating
machine noun a container with a heavy
roll with steel knives attached, which turns
against a bedplate, which also has knives
fixed on it, and chops up the pulp as it
passes through

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

paper such as tracing paper. During

beating, china clay or other loadings can be

added to make the paper more opaque.
bed /bed/ noun the flat surface on which
the metal typein its chase is placed, or on
which flat printing plates are placed o to
put a paper to bed to finalise the last
corrections on a newspaper before printing
starts
bedplate /'bedplert/ noun 1. the bottom
plateonwhichtypeisplaced 2. aplatewith
metal knives against which the beater roll
turns

Bekk instrument /'bek ,mstromont/
noun an air-leak tester for measuring the
smoothness of paper

belly /'beli/ noun the front of a piece of
type with a nick or notch in it, so that the
compositor can tell by feel which is the
front of the piece

belly band /'beli bend/ noun a paper
band put round the middle of a book

below /bi'lou/ preposition lower down
than or less than o The captions should be
placed below the illustrations. o see below
anoteindicating that the reader hasto look
further on in the text to find a reference

belt press /'belt pres/ noun aletterpress
machine which has plastic printing plates
attached to an endless belt. » Cameron
press

Ben Day tints /'ben der/, Benday tints
plural noun transparent sheets with dots,
shading or stippled design, used to give an
impression of tone on the printed page,
invented by Benjamin Day

bending rollers /'bendiy rouvloz/
plural noun rollers which turn a web of
paper in adifferent direction

Berne Convention /'b3ain  kon
.venf(9)n/ noun the international agree-
ment on copyright, signed in Berne in
1886. » convention
COMMENT: Under the Berne Convention,
any book which is copyrighted in a country
which has signed the convention is
automatically copyrighted in the other
countries. Some countries (notably the
USA) did not sign the Convention, and the
UCC (Universal Copyright Convention) was
signed in Geneva in 1952, under the
auspices of the United Nations, to try to
bring together all countries under a uniform
copyright agreement.

bestseller /best'sela/ noun 1. apopular
book of which a very large number of
copies are sold 2. an author who writes
bestsellers



bestseller list

bestseller list /best'selo list/ noun a
list of books which are selling very well in
bookshops

bestselling /best'seliy/ adjective 1. far
more popular and successful than other
products on sale at the same time 2.
making products that are commercialy
very successful o a bestselling author
betaray gauge /'biito rer ,gerds/ noun
adevice for measuring the weight of paper
by using radio isotopes

beta test /'bi:to ,test/ noun the second
stage of tests performed on new software
just beforeiit is due to be released

bevel /'bev(3)l/l noun a sloping edge,
especialy the sloping edge of a piece of
type between the face and the shoulder, or
the sloping edge of a stereotype which is
attached by clamps to the base

bevelled /'bev(a)ld/ adjective with a
sloping edge

bevelled boards /'bev(o)ld bo:dz/
plural noun cover boards with bevelled
edges, sometimes used on large books
Bézier curve /'bezier ksiv/ noun a
geometric curve, the overal shape of
which is defined by two midpoints called
control handles

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

bf abbreviation PRINTING boldface

B format paperback /bi: [format
'peipabak/ noun a paperback with the
format 198 x 129mm

Bible paper /'baib(s)l ,perpa/ noun
extremely thin, good-quality opague paper
which is nevertheless quite strong, used for
printing books with a large number of
pages, such as Bibles, where the length of
the text would make the book very thick if
ordinary paper were used

biblio /'bibliov/ noun bibliographic
details printed on the back of thetitle page
bibliographer /bibli'ngrofa/ noun a
person who writes a bibliography
bibliographic /,biblia'grafik/, biblio-
graphical /biblia'grafik(9)l/ adjective
referring to details of a book or author o
The obituary of the author ended with
bibliographical details of his published
works. o The catalogue gives a full biblio-
graphical description for each book.

bibliographical information
/ bibliagraefik(a)l ,info'meif(s)n/ noun
information about a book such asthe name
of the author, number of pages and ISBN,
which is used for library cataloguing
bibliography /bibli'pgrafi/ noun 1. a
list of books and other written materials on
one particular subject 2. alist of books or
articles referred to in another book or
article
COMMENT: References in a bibliography
usually include: name of author or editor;
title of book (in upper and lower case italic);
title of chapter or article (in roman in double
quotes); volume number; name of publisher
and town of publication; date of publication.
bibliophile /'bibliafail/ noun a person
who loves books, especially somebody
who collects old, rare or beautiful books o
The book has been published as a limited
edition for bibliophiles.
bid /bid/ noun an offer to pay a particular
price, made at an auction m verb to make an
offer at an auction
bidder /'bida/ noun a person who makes
abid at an auction
bidding /'bidig/ noun the making of
offers at an auction o The bidding for
paperback rights started at $1m.
bidirectional /,bardar'rek [(o)nal/
adjective relating to an operation or
process that is able to work forwards or
backwards
bidirectional printer
/,bardarrek f(a)nal 'printa/ noun aprinter
which is able to print characters from left
to right and from right to left as the head
moves forwards and backwards across the
paper
Big Deal /,big 'di:l/ noun an arrange-
ment in which a library pays a lump sum
for access to all of a publisher’s electronic
journals, without individual subscriptions
to each one
big-ticket /big 'tikit/ adjective costing
a lot of money o The department was
under pressure to produce some big-ticket
books in the next year.
bilingual /bar'lipgwal/ adjective in two
languages o a bilingual dictionary s mono-
lingual, multilingual
bilingual text /barlipgwal ‘'tekst/
noun text which is given in two languages,
usually with the texts on facing pages
bill /b1l/ noun 1. awritten list of chargesto
be paid o Doesthe bill include VAT? o The
bill is made out to Smith Ltd. o The printer



biography

hassent in hisbill. 2. awritten paper prom-
ising to pay money 3. a poster or other
piece of advertising material whichis stuck
on awall 4. a set of various quantities of
pieces of type in afont m verb to present a
bill to somebody so that it can be paid o
The printer billed us for the author’s
corrections.

billing /'bilig/ noun the writing of
invoices or bills

bill of exchange /,bil ov 1ks'tfeind3/
noun a document that tells a bank to pay a
person, usually used in payments in
foreign currency

bill of lading /,bil ov 'lexdiy/ noun alist
of goods being shipped, which the trans-
porter gives to the person sending the
goods to show that the goods have been
|oaded

bimetallic plate /baimetelik 'plert/,
bimetal plate noun a printing plate made
of two metals, with the printing surface and
characters of one metal such as copper on
achromium or steel base

bin /bmn/ noun 1. alarge container o The
bulk stock is kept in the bins at the back of
the warehouse. 2. a separate section of
shelvesin awarehouse

binary file /'bamori faill noun a
computer filethat contains datain araw or
nontext state made up of characters that
only a computer can read. Executable
programs are stored and transmitted in
binary files, as are most numerical data
files.

binary system /'bainori ,sistom/ noun
anumber system based on two digits only,
usualy 1 and O

bind /baind/ verb to join the pages of a
book together and enclose them in a cover
(NOTE: binding — bound)

binder /'baindo/ noun a person or
company that specialises in binding books
o the binder’s the factory which binds
books o The sheets were delivered to the
binder’slast week. o How soon can you get
the jackets to the binder’s?

binder’s board /'baindaz bo:d/ noun 1.
a dtiff board binding, formerly used by
publishersto cover books which were then
rebound in leather by the owner 2. board
such as millboard, used for binding

binder's boards /baindez bo:dz/

plural noun US a tiff board case covered
with cloth

binder’s brass /'bamndez bra:s/,
binder's die noun a brass stamp with a
design which is stamped on the cover of a
book

binder’'s pack /'baindsz pak/ noun a
pack of books from abindery o The books
are delivered in binder’'s packs of forty
copies.

bindery /'baindori/ noun afactory where
books are bound

binding /'baindin/ noun 1. the cover of a
book 2. the act of putting a cover on abook
m adjective demanding an obligation o The
contract was binding in law.

binding cloth /'baindiy klo6/ noun
cloth used to cover a case in case binding
binding equipment /bamndig 1
Jkwipmont/ noun any machine or tool
used in the binding process, e.g. for case
making, trimming, embossing etc
binding machine /'baindiy ms, [i:n/
noun any machine used to bind pages
together, normally used to refer to a small
machine used to create inexpensive
binding (such as comb-binding) in the
home or office

binding offset /baindiy 'ofset/ noun
an extra wide margin on the inside of a
printed page to prevent text being hidden
during binding

binding order /'baindig ,o:da/ noun a
reguest from a publisher to abinder to bind
aparticular number of copies of abook
binding shop /'baindiy [op/ noun the
section of a printing factory where the
books are bound

binding styles /'baindip stailz/ noun
the different ways in which books can be
bound, e.g. perfect binding, spiral binding,
comb binding, half binding, etc

bin stock /'bin stok/ noun stock held in
a section of a warehouse where it can be
reached easily, as opposed to the bulk stock
which is held separately until needed

bio /'barou/ noun abiographical work
biographee /baiogra'fiz/ noun some-
body whoselifeisdescribed in abiography
biographer /bar'ngrafo/ noun a person
who writes the story of somebody’slife
biographical /bara'grafik(s)l/ adjec-
tive referring to the story of somebody’s
life o The biographical details of the
author are given on the front flyleaf.
biography /bar'ografi/ noun an account
of somebody’s life and work written by
another person



bit

bit /bit/ noun abinary digit, O or 1

bite /bait/ noun the effect of acid eating
into metal when making blocks or
engraving plates

bit image /'bit ,im1d3/ noun acollection
of bits that represent the pixels that make
up an image on screen or on a printer

bit map /'bit meep/, bitmp /'bitmaep/
noun 1. an image whose individual pixels
can be controlled by changing the value of
its stored bit (1 is on, 0 is off; in colour
displays, more than one hit is used to
provide control for the three colours— Red,
Green, Blue) o In Windows, every icon
picture is stored as a small bitmap image.
2. binary representation in which each bit
or set of bits corresponds to some object
(image, font, etc.) or condition 3. a file
format for storing images in which datain
the file represents the val ue of each pixel
bitmapped font / bitmept 'font/ noun
a screen or printer font with characters
formed as a pattern of pixels or dots
bitmapped graphics /bitmapt
'greefiks/ plural noun images whose indi-
vidua pixels can be controlled by
changing the value of the stored bits

bit plane /'bit plemn/ noun memory
which storesthe bits that make up apicture
bits per inch /bits pa: 'mtJ/ noun the
number of bits that can be recorded per
inch of recording medium. Abbr bpi

bits per pixel /,bits p3a: 'piks(a)l/ noun
the number of bits assigned to store the
colour of each pixel; one bit provides black
or white, four bits gives 16 colour combi-
nations, eight bits gives 256 colour combi-
nations. Abbr BPP

bits per second /bits p3: 'sekond/
noun the rate at which information is sent,
equal to the number of bits transmitted or
received per second. Abbr bps

biweekly /bar'wi:kli/ noun apublication
that appears every two weeks

black /blek/ noun a spot on a printed
sheet, caused when part of the leading is
too high and touches the paper

black and white /,blek on 'wart/ noun
printing using black and tints of black only.
Abbr B&W

black and white photograph /,blek
on wart 'foutogra:f/ noun a photograph
which uses tones of black to show the
image

black box /,blek 'boks/ noun a device
used for converting protocols from one

computer system to another, such as for
converting data from a micro to a photo-
typesetter

blackening /'blakonin/ noun adefectin
papermaking where the surface of the
paper becomes spotted, caused when the
paper istoo damp when being calendered
black letter /blek 'leto/ noun an old
type character based on medieval hand-
writing. » fraktur, gothic, Textura (NOTE:
Black letter was the first typeface to be
developed by Gutenberg in the 15th
century, and was still used in Germany
until quite recently. It is commonly used in
Europe for mastheads of newspapers.)
black liquor /,blek 'lika/ noun aliquid
left after dissolving fibres during the
making of paper

black list /'blek list/ noun a list of
companies, countries or people who are
banned from trading or using goods or
services

blackout /'blekauvt/ noun the with-
holding of news or information about a
subject, especialy by official sources
black patch /'blek pat[/ noun a piece
of black or red film used to make a clear
window on camera-ready copy

black printer /'blek ,printa/, black
plate noun the plate which printsin black,
usually with the text of a colour book, and
which is changed if the text is changed
black step /,blek 'step/ noun a method
of ensuring that no signatureisout of order
or missing when the signatures are gath-
ered together, by printing black marks on
the folds of the signature

black step marks /blek 'step
,ma:ks/ plural noun marks like thick black
lines printed on the fold of each signature,
which move down from the top in each
successive signature

blad /bled/ noun a dummy copy of a
book to show what the binding and part of
the text will be like o The reps are showing
bladsto all the leading bookshop buyers.
blade coating /'blerd \koutiy/ noun a
type of coating where the coating liquid is
applied to the paper and then spread evenly
using ablade

blag /bleg/ verb to obtain something by
asking for a sample for review or testing
(informal) o When you visit the show, can
you blag me a pocket calculator?

blank /blenk/ noun an empty space in a
form m adjective empty or with nothing on



block diagram

it o a blank tape o a blank piece of paper m
verb to make a white space, usually by
painting with white ink o The art depart-
ment will blank out the extra lines on the
line drawing.

blanket /'bleegkit/ noun a rubber sheet
which goes round the offset cylinder in an
offset press and accepts the image to be
printed on the paper
COMMENT: The blanket is a layer of different
tissues, covered with a fine rubber surface.
It must be cleaned carefully before each
printing run.
blanket agreement /blepkit o
'grizmont/ noun an agreement that covers
many items
blanket contamination /'blegkit
kon,tzzminerf(a)n/ noun spotting caused
by dirt on the blanket

blanket cylinder /'blepgkit ,silindo/
noun a cylinder in an offset press which
accepts the image onto the blanket. Also
called offset cylinder, transfer cylinder

blanket-to-blanket printing
/blenkit tu 'blepkit printig/ noun
offset printing where both sides of the
paper are printed at the same time, using
two blanket cylinders and two blankets

bleach /bli:t [/ verb to make something
white

bleached paper /,bli:tft '‘perpa/ noun
paper that has been treated with chemicals
to make it white

bleaching /'bli:tf15/ noun the process of
making paper white, by passing the pulp
through a series of bleaching towers,
where a solution of chlorine is added

bleed /bli:d/ noun 1. apage design where
the illustrations run off the edge of the
trimmed page o The double page spreads
are all bleeds. 2. an illustration that runs
off the edge of the paper 3. overtrimmed
margins when binding, cutting off the edge
of thetype 4. ink that changes col our, often
by chemical reaction when laminating m
verb to print something, or be printed, so
that part of it is cut off by the edge of the
page
COMMENT: Bleeding has the advantage of
increasing the size of illustrations on the
paper, but has the disadvantage of needing
larger printing sheets in a sheet-fed press,
to allow for the extra trim. Normally 3mm of
print beyond the trimmed edge should be
allowed to make sure the bleed is correct.
bleed allowance/'bli:d s,lavans/ noun
a margin of blank space that is left at the

edge of a page, so that the text or illustra-
tions will not be cut off

bleed off /'bli:d of/ verb to run theillus-
trations to the edge of the trimmed page o
All theillustrations areto be bled off. o The
bled-off platesare all in one section.
bleed-through /'bli:d 6ru:/ noun asitu-
ation in which ink has seeped through to
the other side of a printed piece of paper
blind /blaind/ adjective done without
preparation or the relevant information
blind blocking /,blaind 'blokiy/, blind
embossing /,blaind 'stempin/ noun the
process of stamping a design on the cover
material without using any ink or gold leaf.
Also called blind stamping

blind carbon copy /blaind ka:bon
'kopi/ noun full form of becc

blind folio /blaind 'fouliov/ noun a
page with no printed page number
blinding /'blaindiy/, blinding in noun
blind blocking

blind P /blaind 'pi:/ noun a printed
symbol ( ) which is used to mark the
beginning of a paragraph

blind page /,blaind 'perd3/ noun apage
such as a haf-title with no printed folio
number, athough the page is included in
the total pagination of the book

blind stamping /blaind 'stzmpiy/
noun same asblind blocking

blind tooling /blaind 'tu:liy/ noun
blind blocking with hot stamps to give a
dark impression on the surface of aleather
binding

blister /'blisto/ noun a bubble which
forms on the surface of paper asit dries
blister pack /'blisto paek/ noun a type
of packing where the item for sde is
covered with astiff plastic bubble sealed to
acard backing

block /blok/ noun 1. apiece of metal with
a design in relief on the surface, used for
printing an illustration by letterpress
(NOTE: The US termis cut.) 2. astamp used
to press a design on a cover, with or
without metal foil or ink 3. awide printed
bar m verb 1. to stamp adesign on the cover
of abook o a gold-blocked cover 2. o to
block in to sketch roughly the main items
of adesign

block capitals /blok 'kapit(e)lz/
plural noun capitdl letters
block diagram /blok ‘'daragrem/

noun a graphical representation of a
system or program operation



blocking

blocking /'blokig/ noun the process of
stamping a design on the cover of a book,
using gold leaf, foil or ink

blocking die /'blokin dai/ noun abrass
for stamping the cover of abook
blocking foil /'blokiyg fo1l/ noun a film
with alayer of gold or other metal, used to
stamp designs on a cover

blocking machine /'blokiy mo, fim/,
blocking press noun a machine which
automatically stamps the covers of arun of
books with a design and glues the metal
foil toit

block letter /blok 'leto/ noun 1. a
compressed sans serif typeface or indi-
vidual letter 2. acapital letter
blockmaker /'blokmeika/ noun a
person or company who makes the blocks
for printing illustrations

blockmaking /'blokmeikin/ noun the
process of making printing blocks

block markers /'blok ,ma:koz/ plural
noun two markers inserted at the start and
finish of a section of data to indicate a
specia block which can then be moved or
deleted or copied as asingle unit

block out /,blok 'aut/ verb to cover up a
section of type or part of an illustration o
The art department will block out the two
extra lines.

block proof /'blok pru:f/ noun a proof
contacted from aletterpress block

block pull /'blok pul/ noun aproof taken
directly from a block

blog /blog/ verb to create or run aweblog

‘Employees are no different to
customers. They are besieged by
information from an increasing number
of sources. It places a greater imperative
on management to engage with staff first.
In a world of blogs and RSS feeds,
communications heads increasingly need
to make instant decisions based on the
speed at which news travels.” [PR Week]

blogger /'bloga/ noun a person who
creates or runs aweblog

blogosphere /'blogs,sfia/ noun the
World Wide Web environment in which
bloggers communicate with each other
blogware /'blogwea/ noun computer
software tools for creating a weblog
blotting paper /'blotig ,peipa/ noun
absorbent paper, which is not sized or
coated in any way, used to soak up excess
ink

blow up /blau 'ap/ verb to enlarge a
photograph

blowup /'blou,ap/ noun a photograph or
illustration greatly enlarged for exhibition
purposes

blue /blu:/ noun US a proof taken from a
film contacted on coated paper. » diazo
paper, ozalid, vandyke (NOTE: The usual
UK term is ozalid.)

blue key /'blu: ki:/ noun proofs taken
from films contacted on coated paper,
usually blue, but aso possibly brown or
black

blue line key /'blu: lain ,ki:/ noun paper
with a key for the page layout drawn in
blue which disappears when filmed, on
which camera-ready copy or artwork is
positioned

blue pencil /,blu: 'pensal/ noun apencil
used to mark corrections

blue-pencil /,blu: 'pensil/ verb to edit a
piece of writing by marking it, in order to
shorten, censor or delete it

blueprint /'bluzprint/ noun 1. a photo-
graphic copy of construction plans usually
printed in white on blue paper 2. adetailed
plan of something

blueprint paper /'bluiprint ,peipa/
noun specia coated paper, used to make
blueprints. » diazo paper

Bluetooth /'blu:tu:6/ atrade name for a
technology that enables portable electronic
devices such as mobile phones, to connect
with each other and the Internet

blur /bls:/ noun animage where the edges
or colours are not clear

blurb /bla:b/ noun ashort piece of writing
that praises and promotes something, espe-
cially a paragraph on the cover of a book
blurbwriter /'bla:brarts/ noun a person,
usually amember of an advertising depart-
ment, who writes blurbs for books
blurred /bls:d/ adjective unclear because
thereisno distinct outline

.bmp suffix afile extension for a bit map
file

BNB abbreviation British National Bibli-
ography

board /bo:d/ noun 1. thick sturdy mate-
rial used to form the foundation of book
covers, made from pressed fibres and
usually covered with cloth or other mate-
rial. p art board, ivory board, pulp board,
chipboard, grey board, millboard,
pasteboard, strawboard 2. one piece of
this material, cut to size 3. the controlling



bookbinding

group of people in a company or organisa-
tion also known as the board of directors
COMMENT: Board is a stiff paper product
used for binding books; heavy board is also
used for making rigid boxes and cartons.
Boards used in bookbinding can be divided
into two groups: (a) boards, usually 180—
280gsm, which are used for paperbacks (b)
boards used for the front and back covers of
cased books, usually covered with paper or
a binding material such as cloth or leather.
board meeting /'bo:d ,mi:tig/ noun a
meeting of the directors to discuss
company business
board of directors /bo:d ov dar
'rektoz/ noun a group of directors elected
by the shareholders to run a company
board papers /'bo:d ,peipaz/ plural
noun the endpapers, which are glued to the
cover boards
Bodleian /'bodlian/ noun the main
library of Oxford University, one of
England’s copyright deposit libraries
Bodoni /bo'douni/ noun a typeface
designed by Giambattista Bodoni in the
17th century, with very thick stems and
very thin serifs giving arigid appearance
body /'bodi/ noun 1. an official group of
people 2. the main part of the text in a
document
body matter /'bodi ,mats/ noun the
main section of text excluding prelims and
supplements
body paper /'bodi ,perpa/ noun thick
paper used to make coated paper. Also
called body stock
body size /'bodi saiz/ noun 1. thelength
of a section of text from top to bottom in
points 2. the size of the metal body of a
piece of type, measured from the top of the
ascenders to the bottom of the descenders
COMMENT: Both body size and body width
are measured in points. The typeface may
not be the same size as its body. If an 8pt
face is cast on a 10pt body, this will have
the effect of giving extra leading between
the lines: this would be called ‘8 on 10 point’
or 8/10.
body stock /'bodi stok/ noun same as
body paper
body type /'bodi taip/ noun US the font
used for the main part of the text, as
opposed to the style of type used for head-
ings, notes, etc.
body width /'bodi wid6/ noun the size
of the metal body of a piece of type, meas-
ured across
‘Boekblad’ noun a Dutch magazine
dealing with publishing matters

bogof /'bogof/ noun the practice of
giving free giftsto customers, e.g. one free
item for each one bought. Full form buy
one get one free
boil down /,bo1l 'daun/ verb to condense
or summarise something such as informa-
tion or text
boilerplate /'bailaplert/ noun US fixed
or formulaic language such as that used in
legal forms and documents, e.g. powers of
attorney and authors' contracts
boilerplate contract /'boiloplert
kontrakt/ noun a basic standard version
of a contract that can be used again and
again
bold /bould/ adjective having darker,
thicker lines than standard type, fonts or
lettering m noun type, fonts or lettering
with darker, thicker lines than is standard,
used for emphasis m verb to set, print, or
display text in bold type
COMMENT: To show that a piece of text has
to be set in boldface, a sub-editor will
underline it with a wavy line.
bold-condensed /bould kon'denst/
adjective boldface type which is narrower
than normal
boldface /'bouldfers/ adjective, noun,
verb PRINTING Same as bold
bolle-a noun the letter ‘@ with a small
circle over it (8), used in some Scandina-
vian languages
bolts /boults/ plural noun the folded
edges of the pages of a book which has
been gathered and sewn, but not trimmed
(NoTE: If a book is bound in this state it is
said to be ‘uncut’, that is, the pages are still
folded at the head and foredge.)
bond paper /'bond ,perpa/ noun good-
quality paper weighing 60—-100gsm, often
used for correspondence
book /buk/ noun a collection of pages
containing text and sometimes pictures,
bound together inside a cover
book auction /'buk ,o:kf(a)n/ noun a
sale of secondhand or rare books, where
buyers bid for the books, the person
making the highest bid buying the book
book auction house /'buk ,o:k[(s)n
,haus/ noun a company that speciaisesin
the sale of old books by auction
bookbinder /'buk,bainda/ noun some-
body who binds books, especially as a
profession
bookbinding /'buk,baindiy/ noun the
art of binding books



book block

book block /'buk blpk/ noun abook that
has been printed, folded, gathered and
sewn ready for binding. Also called text
block

book bus /'buk bas/ noun a bus
converted to act asamobilelibrary usually
in residential areas

bookbuyer /'buk,bars/ noun a person

who buysbooks, especially wholesalefor a

large bookshop

bookcase /'bukkers/ noun a piece of

furniture with shelves for books

book cloth /'buk klp6/ noun a covering

material for cased books, especialy library

editions

book club /"buk klab/ noun a system of

buying and selling books by post, usually

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

book club choice /'buk klab tfors/
noun a book that has been chosen by a
book club asaspecial offer for itsmembers
o His novel is the Book Club Choice for
November.

book club edition /'buk klab 1
dif(d)n/ noun an edition of a book
specialy printed and bound for abook club
for saleto its members

book club price /'buk klab ,prars/
noun aspecial pricefor members of abook
club, usually 75% or less of the normal
retail price in the publisher’s edition
book club rights /'buk klab raits/
plural noun the right to publish abook in a
book club edition

book club selection /'buk klab s1
Jlekfan/ noun a book that is specially
chosen as alead title for abook club
book cover /'buk ,kava/ noun a paper
cover which isput on abook to protect it or

to make it attractive. Also called book
jacket, book wrapper

book design /'buk di,zain/ noun the
design of abook, both the typography and
the page layout

book designer /'buk di,zamna/ noun a
person who designs books

BookExpo America /bukekspau o
'mer1ka/ noun abook fair held in Chicago
in May/June, formerly called the ‘ABA’

book export /'buk ,ekspo:t/ noun a
book produced in one country and sold in
another

book fair /'buk fea/ noun atrade exhibi-

tion with the object of publicising, selling

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

book inks /'buk 1gks/ plural noun inks
that are used for printing the text of books
book jacket /'buk ,dzekit/ noun same
asbook cover

book learning /'buk 1l3mnig/ noun
knowledge obtained from books instead of
from experience

booklet /'buklot/ noun asmall book with
a paper cover, often used for information
book list /'buk list/ noun alist of books
on a specific subject or by a particular
author

booklore /'buklo:r/ noun information
about books, especialy their authors and
the circumstances of their publication
bookmaker /"bukmerka/ noun a book
designer, printer or binder



booth

bookmark /'bukma:k/ noun 1. anarrow
strip of materia or paper used to mark the
place in a book where the reader has
stopped reading temporarily 2. acode used
by a multimedia title or web browser that
allowsthe user to go back to the same point
again in the future 3. the address of an
Internet site, saved so that the user can
easily return to the site m verb to add an
Internet address to alist of bookmarks
book market /'buk ,ma:krt/ noun the
number of potential buyers for books
book paper /'buk ,perpa/ noun specia
paper used for printing books

book plate /'buk plert/ noun a deco-
rated piece of paper stuck inthefront of the
book with the name of the owner written or
printed on it

book post /'buk paust/ noun specialy
cheap postage rates for sending books
book proofs /'buk pru:fs/ plural noun
page proofs of a book which are bound up
in a paper cover, often used as advance
proofs

book publisher /'buk ,pablifa/ noun a
company that publishes books

book review /'buk r1,vju:/ noun critical
comments on a book, especialy whenitis
first published

book reviews page /'buk r1vjuiz
,pe1d3/ noun apage in a newspaper which
gives reviews of recent books, and usually
carries advertisements from publishers
bookseller /'buksela/ noun a person or
company that sells books

‘Bookseller, The' /85 'buksela/ noun a
journa providing information especialy
interesting to booksellers and publishers
Booksellers Association, The /89
'bukseloaz 9,sousierf(a)n/ noun an organ-
isation representing the interests of British
booksellers. Abbr BA

Booksellers  Clearing House
/,bukselaz 'kliarig ;haus/ noun a system
used in the UK for payments of publishers
accounts by booksellers. Each bookseller
adds together the total of the accounts due
to all publishers, and sends them with one
cheque to the clearing house, which then
consolidates the payments from all the
booksellers and settles each publisher's
account separately.

bookselling /'buk,selig/ noun the busi-
ness of selling books

bookshop /'buk[op/ noun a shop that
speciaisesin selling books

book signing /'buk ,samnip/ noun an
occasion on which an author visits a book-
shop and signs copies of the book which
members of the public have bought
bookstall  /'buksto:l/,  bookstand
/'bukstend/ noun a table in a market or
fair where books are sold

bookstore /'buksta:/ noun 1. aspacein
a library devoted to storage of books and
documents not frequently used 2. US same
asbookshop

book token /'buk ,toaukon/ noun acard
bought to give as a gift which can only be
used to buy books

book trade /'buk trerd/ noun the busi-
ness of buying and selling books

Book Trust /'buk trast/ noun an inde-
pendent body, formerly known as the
National Book League, which promotes
books and reading and also offers an infor-
mation service

book value /'buk ,velju:/ noun the
value of an asset as recorded in the
company’s books

book wholesaler /'haulseil bukselo/
noun same as wholesale bookseller
(NOTE: US English is book jobber.)
bookwork /"bukwa:k/ noun the keeping
of financial records

bookworm /'bukws:m/ noun a person
who is very fond of reading

‘Cardiff is a city of bookworms,
compared to its European counterparts.
Each resident takes out an average of
seven books a year [from the library] —
above the European average — but not a
patch on Ljubljanain Slovenia, wherethe
figure is 21 books a year. [South
Wales Echo]

book wrapper /'buk ,repa/ noun same
asbook cover

Boolean /'bu:lion/ adjective using a
system of symbolic logic that uses combi-
nations of logical operatorssuchas‘AND’,
‘OR’ and ‘NOT’ to determine rel ationships
between entities. Boolean operations are
extensively used in writing computer
programs and in computer searches using
keywords.

boost /bu:st/ verb to increase something
o to boost the market for books

booth /bu:d/ noun US a separate section
of a commercia fair where one company
exhibitsits products or services (NOTE: The
GB English for this is stand.)



borax

borax /'borreks/ noun a chemica
substance used to develop photographic
film quickly

border /'borda/ noun astrip, line or band
around the edge of something
born-digital /boin 'didzit(s)l/ adjec-
tive of a document, created and stored in a
digital format and not existing in hard copy
borrow /'borou/ verb to take something
away temporarily with the intention of
returning it

borrower /'borava/ noun a person who
borrows something o Borrowers are
allowed to keep library books for two
weeks.

borrowings /'borouigz/ plural noun
books borrowed from alibrary
‘Bdrsenblatt’ noun a German weekly
magazine dealing with publishing matters
bottleneck /'bot(a)lnek/ noun a situa
tion in which one section of an operation
cannot cope with the amount of work it has
todo, and business activity is slowed down
asaresult o Thereisa seriousbottleneckin
the production department.

bottom /'botom/ noun the lowest part or
point o Thefoliosare centred at the bottom
of each page.

bottom line /botom 'lain/ noun the
most important consideration in a discus-
sion

bottom margin /botom 'ma:dzm/
noun the margin along the bottom of a
page. Also called foot margin

bottom out /,botom 'aut/ verb US to
arrange the typeset text so that there are no
widows or orphans

bottom space /botom 'spers/ noun
blank lines at the bottom of a page of
printed text

bought ledger /'bo:t led3a/ noun same
aspurchase ledger

bound /baund/ adjective used to describe
abook or other written document that has
a permanent, usually hard, cover
bounding box /'baundiy boks/ noun a
rectangle that determines the size, position
and shape of a graphic image or video clip
bourgeois /'buazwai/ noun atype size
now no longer used, equivalent to 9 point
bow /bau/ verb to curl or not lie flat

COMMENT: The pages of a book will bow if
the book is printed with the grain of the
paper running across the page, as opposed
to down the page from top to bottom.

bowdlerise /'bavdloraiz/, bowdlerize
verb to change a text by omitting anything
which may be thought to be offensive; so
called after Thomas Bowdler who in 1818
‘cleaned up’ an edition of Shakespeare's
plays

bowl /baul/ noun a line forming the
rounded part of a letter, such as the round
patofa‘b’, ‘p’ or‘c

box /boks/ noun 1. a cardboard, wooden
or plastic container o The books were sent
in strong cardboard boxes. 2. a straight
rule running round a section of text or an
illustration o The sections in boxes give
hints on legal problems.

box board /'boks bo:d/ noun the board
used for making cardboard boxes

boxed /bokst/ adjective put in a box or
sold in a box

boxed set /,bokst 'set/ noun a set of
books sold together in a box

box file /'boks fail/ noun a cardboard
box for holding documents

box in /boks 'In/ verb to surround a
section of text with arule

box number /'boks ,nambo/ noun a
number used as an address, often in reply
to an advertisement in a newspaper or
magazine

bpi abbreviation bits per inch

BPIF /bi: pi: a1 'ef/ noun an organisation
representing the interests of British
printing companies. Full form British
Printing Industries Federation

BPOP abbreviation bulk-packed on
pallets

BPP abbreviation bits per pixel

BPS, bps abbreviation bits per second
brace /breis/ noun either of a pair of
symbols, { }, used singly in printing or
writing to group itemstogether in atable or
list or as a pair in mathematical formulae.
Also called curly bracket

bracketed /'brakitid/ adjective joined
to the main part of a letter with a curved
line

bracketed serif /,brekitid 'serif/ noun
aserif whichisjoined to the main part of a
letter with acurved line

bracket together /brekit to'gedo/
verb to print brackets round severa items
to show that they are treated in the same
way and separated from the rest of the text
Braille /breil/ noun a system of printing
that enables blind peopleto read by feeling
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with their fingers letters which are printed
as groups of raised dots

Brailler /'breilo/ noun a machine similar
to atypewriter that prints Braille

brake /breik/ noun a device which regu-
|ates the tension of paper asit runs through
amachine

branch /bra:ntJ/ noun alocal subsection
of abusiness or organisation

brand /brend/ noun a carefully-
constructed image attached to a company
and their products, recognisable by aname
or logo

brand image / brend 'imid3/ noun the
picture that people have in their minds of a
product associated with the brand name
brand new /brand 'nju:/ adjective
completely new, direct from the manufac-
turer

brass /bra:s/ noun an aloy made of
copper and zinc

brass rule /bra:s 'ru:l/ noun a rule
made of brass, used for long lines or
bordersin letterpress

brayer /'brera/ noun a roller for putting
ink on a plate by hand, when taking proofs
breach of contract /briitf ov
'kontraekt/ noun failure to carry out the
terms of an agreement

breach of warranty /briitf ov
'woranti/ noun failure to do something
that is a part of a contract

breadcrumbs /'bredkramz/ plural
noun aform of navigation on awebpagein
which its location is indicated by a hierar-
chical list of pages above the current one,
leading up to the main page

break /breik/ noun 1. a point a which a
word is split at the end of aline o We must
check the page proofs for bad breaks. 2. a
point a which something or somebody
stops working o She typed for two hours
without a break. o The print run was held
up by several paper breaks.

break down /,breik 'davn/ verb to sepa-
rate something into smaller parts so that it
iseasier to deal with

breakdown /'breikdavn/ noun a
summary, explanation or analysis of data
items collected

breaker /'bretko/ noun a vat in which
paper pulp is broken and washed before
being bleached

break even /breik ‘'izv(o)n/ verb to
make enough money to cover one's

expenses but making neither a profit nor a
loss

breakeven  point /'breik,i:v(o)n
.poInt/ noun the point at which sales cover
costs, but do not show a profit o The
breakeven point for this title is 4,562
copies.

break line /'breik lain/ noun the last
line, usually a short line, a the end of a
paragraph

break off /breik 'of/ noun an editor’s
instruction to atypesetter showing that text
hasto start anew line

break up /breik 'ap/ verb to take a
forme of type apart when it is no longer
needed and distribute the pieces of type
breve /bri:v/ noun asymbol used above a
vowel to show that it is pronounced short
(NOTE: The breve is used particularly in
printing Latin poetry.)

brevier /bra'via/ noun an old type size
equivalent to 8 point
bricks-and-mortar /,briks an 'mo:to/
adjective conducting business in the tradi-
tional way in buildings such as shops and
warehouses and not being involved in e
commerce. Compare clicks-and-mortar

bright /brart/ adjective clear and light o
The jacket must be brighter, with more red
and yellow. o We need a bright design for
thetitle page.

bright and unmarked /brait on an
'ma:kt/ adjective of a book, especialy a
second-hand book, with no fading, dirtying
or marks on the pages caused by eg.
fingerprints or smudges

brighten /'brait(e)n/ verb to make
brighter o Can you brighten up this cover
design?

brilliant /'briljant/ noun an old type size
equivalent to 4 point

bring down /,brig 'daun/ verb 1. to put
something lower down o Can you bring
down the illustration to the bottom of the
page? 2. to make smaller o If we brought
the point size down to 7 point, what effect
would this have on the extent? o By
bringing the captions down to 4 point, we
risk making themillegible.

bring forward /,brig 'forwoad/ verb to
make something happen earlier o The
publicity department wants us to bring
forward the publication date.

bring out /brig 'aut/ verb to publish a
new book o e hopeto bring out the series



brisk

intimefor Christmas. o They brought out a
book on British football.

brisk /brisk/ adjective selling actively o
The demand for gardening booksis partic-
ularly brisk at this time of year.

Bristol /'brist(9)l bo:d/, Bristol board
noun fine white card made of severa
sheets stuck together, used especialy for
printing visiting cards and business cards
Briticisation, Briticization noun
changing the spelling and style of a book
written in English from American to
British English

Briticise, Briticize verb to change the
spelling and style of a book written in
English from American to British
British /'britif/ adjective relating to
Great Britain

British Books in Print / britif buks
n 'print/ noun a publication containing
bibliographical details of al published
booksin the UK. Abbr BBIP

British  National Bibliography
/,britif na[(o)nal bibli'pgrafi/ noun an
organisation which issues a weekly list in
printed form and on CD-ROM of all the
books published in Great Britain and
produces monthly and annual cumulative
indexes. Abbr BNB

British Printing Industries Federa-
tion /britif 'printiy ndustriiz
[fedare1f(a)n/ noun full form of BPIF
British Society of Indexers /britif
s9,sarati av 'indeksaz/ noun a support
association for professional indexers. Abbr
BSI

British ~ Standards Institution
/britif 'steendodz ,1nstitjuzf(s)n/ noun
the approved British body for the prepara-
tion and publication of national standards
for the production of goods and services.
Abbr BSI

British Talking Book Service for
the Blind noun an organisation which
arranges for written materials to be
recorded on to audio tape so that blind
people can listen to them

British traditional market /,britif tra
'dif(o)nal ;ma:kit/ noun the areas of the
world representing the old British Empire,
including Austraia, New Zedand,
Canada, India and much of Africa and the
Caribbean. » European rights

COMMENT: Publishing contracts between
British and American companies formerly
allotted the British traditional market to the
British publisher, leaving the USA itself (and

usually Canada) to the American publisher.
This arrangement is now not so common,
and territories like Australia are becoming
‘open’ or indeed are the subject of special
territorial licences.
broad /bro:d/ adjective comprehensivein
content, knowledge, experience, ability or
application
broadband /'bro:dbend/ noun a
connection to the Internet that allows it to
remain connected while still using phone
and fax facilities on the same line, since
many signal s can betransmitted simultane-
ously m adjective able to transfer large
amounts of data at high speed
broadcast /'bro:dkaist/ noun a
programme made for transmission on radio
or television m verb 1. to send out words,
music or signals by radio waves 2. to make
something widely known
broadcasting rights /'bro:dka:stin
rarts/ plural noun the right to perform a
play or to read sections of a book or other
work on radio
broad fold /'bro:d fould/ noun away of
folding sheets of printed paper to form a
book, so that the grain of the paper runs
from top to bottom of apage, parallel tothe
spine of the book
broadsheet /'bro:dfi:t/ noun anything
printed on large sheets of paper, but espe-
cially one of the more serious newspapers
broadside /'bro:dsard/ noun 1. an uncut
sheet of paper 2. paper which has printing
on one side only and is not folded, such as
an advertising poster 3. US a publicity
leaflet 4. US a landscape page, which is
printed sideways reading from bottom to
top, used for tables and charts
brochure /'braufa/ noun a magazine or
booklet with pictures giving information
about a product or service
COMMENT: A brochure usually has only a
few pages (typically 8 or 16) and is not
sewn, but can be saddle-stitched. It usually
has a self-cover.
brochure site /'broufo sart/ noun a
website that gives details of a company’s
products and contact information
broke /brouk/ noun odd bits of paper
collected during the papermaking process
and reused
broken line /,braukon 'lain/ noun aline
made of a series of dashes
broken ream /broukon 'rizm/ noun
paper left from aream which has not been
used up on the previous job
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bromide paper /'‘brovmard peipa/,
bromide /'braumaid/ noun photosensitive
paper used to make bromide prints
bromide print /'broumaid/, bromide
/'broumaid print/ noun a photographic
print from atypeset film, a positive photo-
graphic print from a negative or the
finished print from a phototypesetting
machine printed on shiny photographic
paper o The typesetter has sent us the
bromides for checking. o Can you supply a
bromide of the corrections to pages 124
and 125?

bronzing /'bronzig/ noun the process of
sprinkling metal dust on freshly printed or
varnished sheets to give ametallic effect
brown paper /bravn 'peipa/ noun
thick paper for wrapping parcels

browse /bravz/ verb 1. to look through a
book, magazine, database or shop in a
casual way without definiteintentions 2. to
view data in a database or online system
browser /'bravzo/ noun a software
program that is used to navigate through
World Wide Web pages stored on the
Internet. » web browser

browsing /'bravzig/ noun the act of a
user moving through text or a multimedia
application in no particular order

brush coating /'braf koutin/ noun the
process of coating paper by painting it with
brushes in a special machine

brush up /,braf 'ap/ verb to refresh or
renew one'sknowledge of or skill in some-
thing

B series /'bi: s1ariiz/, B sizes plural
noun 1SO recommended paper sizes for
posters and other large printed items, the
basic size being 1414 x 1000mm. » A
series, C series

BSI abbreviation 1. British Society of
Indexers 2. British Standards I nstitution
bubble /"bab(a)l/ noun a round shape
containing the ‘ spoken’ wordsin a cartoon
Buchmesse /'buxmesa/ noun a
German book fair, such as the Frankfurt
Book Fair

buckle /'bak(a)l/ verb to swell because of
heat

buckle folder /'bak(a)l ,foulda/ noun a
devicefor folding paper where the sheet is
made to buckle by pulling it through rollers
against ametal plate

buckle folding /'bak(a)l ,fouldig/ noun
amethod of folding paper where the sheet

is made to buckle by pulling it through
rollers against ametal plate

buckling /'baklig/ noun distortion and
bending of film due to heat or dryness
buckram /'bakroam/ noun acoarse cotton
or linen fabric that has been stiffened with
starch, gum or latex, used in bookbinding
budget /'bad3it/ noun a financia plan
showing how much money is available and
how it is proposed to spend it m verb to
alow pre-determined amounts of money
for specific purposes

budgetary control /,badzit(ae)ri kon
'traul/ noun the act of keeping a check on
spending

budget variance /,badzit 'vearions/
noun the difference between the cost as
estimated for a budget and the actual cost
buff /baf/ adjective having a pale brown
colour, as of manillaenvelopes

buffer /'bafal noun a temporary storage
area for data being transmitted between
two devices that function at different
speeds. A buffer enables a faster device
such asacomputer to complete sending the
data and begin another task without
waiting for a slower device such as a
printer.

bug /bag/ noun 1. aproblem or mistakein
a computer program 2. a tracking or
surveillance device

build /bild/ verb to make a list by
publishing a series of titles o The new
editor has a lot of list-building experience.
build into /'bild ,intu:/ verb to add
something to a thing that is being set up o
You must build all the forecasts into the
budget.

build up /,bild 'ap/ verb 1. to create
something by adding pieces together o He
bought several small lists and gradually
built up a publishing company. 2. to
expand something gradually o to build up
a profitable business o to build up a team
of salesmen

bulk /balk/ noun the thickness of paper m
verb o to bulk up to use bulky paper to
make a book appear thicker o The book is
only 96 pages but we bulked it up so that
we can priceit at £9.99.

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

bulk buying /,balk 'barig/ noun the act
of buying alarge quantity of something to
obtain a cheaper price. Also called bulk
purchase

bulk factor /'balk [fakta/ noun US a
way of measuring paper bulk according to
the number of pages of a particular type of
paper which make oneinch in height
bulking /'balkiy/ noun the general thick-
ness of a book

bulking dummy /'bulkig ,dami/ noun
a dummy book, made with the correct
paper and binding, to test its weight, bulk
and overall appearance

bulking index /'bulkip ,indeks/ noun
US a measurement of paper bulk, calcu-
lated by dividing the thickness in p.p.i. by
the basis weight. See Comment at bulk
bulking number /'bulkinp ,namba/
noun a measurement of the number of
sheets per inch

bulking paper /'bulkiy ,peipa/ noun
specially thick paper which is used to make
abook thicker

bulk order /balk 'o:do/ noun an order
for alarge quantity of material
bulk-packed on pallets /,balk pakt
pn 'palits/ adjective packed loose on
pallets but shrink-wrapped for security o
Paper is often bulk-packed on pallets as
distinct from ream-wrapped. Abbr BPOP
bulk purchase /balk 'pa:tfis/ noun
same as bulk buying

bulk shipment/ balk 'fipmant/ noun a
shipment of alarge quantity of goods
bulk stock /'balk stok/ noun a large
quantity of stock of abook, held in a sepa-
rate part of the warehouse from the bin
stock

bulk wrapping /'balk ,reepin/ noun the
wrapping of several copies of a magazine
or small book for dispatch

bulky /'balki/ adjective referring to paper
which is thick and heavy o We used espe-
cially bulky paper for the children’s books.
bullet /'bulrt/ noun a large printed dot
used to highlight itemsin a printed list
bulletin board /'bulitin bo:d/ noun an
electronic discussion network and infor-
mation database

bullet point /'bulit
PRINTING Same as bullet

pomnt/  noun

bumf /bamf/ noun unwanted or uninter-
esting printed material, especialy official
forms and documents

bump colour /'bamp kala/ noun a
special colour added to a four-colour sepa-
ration to enhance tonal range

bundled service /,band(a)ld 's3:vis/
noun acollection of several different serv-
ices sold as a package

bundling /'bandlig/ noun 1. the act of
tying items up into bundles for transport,
such as packs of newspapers or magazines
2. the act of stacking printed and folded
sections for storage until required, with the
foredge dternately to theright and | eft side
of the stack so that the pile staysflat 3. US
the act of pressing sewn signatures so that
they lieflat

burin /'bjuarin/ noun atool like aneedle
used to engrave on copper plates

burn /ba:n/ noun the length of exposure
of ametal plate m verb to copy dataonto a
CD-ROM or DVD-ROM. It can then be
used to transport the content or to create
multiple copies.

burnish /'bs:nif/ verb to smooth out any
wrinkles in a paste-up board where the
galleys have been affixed

burnishing /'bamnifig/ noun 1. the
process of making gold or silver stamping
sharper by running the paper through the
press a second time, with copper foil
covering the die 2. the process of polishing
the gold or silver leaf on edges of books to
giveit abrighter appearance

burst binding /,bs:st 'baindin/ noun a
type of perfect binding where the collated
pages are slashed in the spines before the
glue and covers are put on

burster /'baisto/ noun a machine that
cuts continuous stationery into separate
sheets

burst test /'ba:st test/ noun atest of the
strength of paper

burst tester /'baist testa/ noun a
device for testing the strength of paper
bus /bas/ noun 1. a communication link
consisting of a set of leads or wires which
connects different parts of a computer
hardware system, and over which data is
transmitted and received by various
circuitsin the system 2. acentral source of
information which supplies several devices
business card /'biznis ka:d/ noun a
small card giving the name and business
details of aperson
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business college /'biznis kolid3z/
noun a college which teaches general busi-
ness methods

business expenses /biznis 1k
,spensiz/ plural noun money spent on
running a business, not on stock or assets
business plan /'biznis plen/ noun a
proposal for a new business, presented to a
bank or other institution when asking for a
loan

butt register /'bat ,redzisto/ noun a
printed register in which adjacent printed
areas meet precisely at the edges, without
overlap or a gap between them. Compare
lap register

buy /bar/ verb to get something by paying
money o to buy wholesale and sell retail o
to buy for cash o He bought 10 tonnes of
paper. o The company has been bought by
its leading supplier.

buy around /,bar o'ravnd/ verb to buy
stock of books in contravention of exclu-
sive market arrangements o Some
Australian bookstores may try to buy
around to get books more cheaply than
from the exclusive distributors.

buyer /'bara/ noun 1. a person who buys
something 2. a person who buys goods

from awholesaer, which are then stocked
by alarge store 3. a publisher who buysthe
reprint rights in a book from the original
publisher, especially theright to reprint the
book in another country

buyers’ market /'baroz ,ma:kit/ noun
a market in which products are sold
cheaply because there are few buyers

buy in/bai 'in/ verb to buy abook ready
made and publish it, rather than editing it
from the manuscript o We rely on bought-
in titlesto build up the list.

buying /'baig/ noun the act of getting
something in exchange for money

buying department /bamp di
,paitmont/ noun a department in a
company which buys raw materials or
goods for use in the company

buying forward / bary 'forwad/ noun
same as forward buying

byline /'bailain/ noun a line giving the
name of the author of a newspaper or
magazine article

byte /bait/ noun a measurement used to
express data or memory capacity of a
computer



C

© symbol a symbol denoting copyright,

placed by law before the name of the owner

of the copyright and the year of first publi-

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

C abbreviation 1. puBL chapter 2. HIST circa

C1S abbreviation coated one side

C2S abbreviation coated two sides

CAD /keed/ abbreviation computer-aided
design

CAD/CAM /'ka&d keem/ noun interaction
between computers used for designing
products and those used for manufacturing
them

caesura /si'sjuara/ noun a break in a
line of poetry

caked /keikt/ adjective relating to type
that has become stuck together
calculation / kalkju'lerf(a)n/ noun the
answer to a problem in mathematics
calendar /'kalinda/ noun aprinted table
or chart which shows the days, weeks and
months of the year

calendar month /'kelindo man6/
noun a period of time, usually 30 or 31
days, measured according to an established
western calendar rather than natural
changes of the moon

calendar year /kelinds 'jia/ noun a
period of time, usually 12 months, meas-
ured according to an established western
calendar rather than natural changes of the
moon

calender /'kazlonda/ noun a series of
pairs of rollers through which paper is
passed to give it a smooth finish m verb to
pass paper through rollers so that it has a

shiny finish o Thebookis printed on calen-
dered paper.
calendering /'kelondorig/ noun the
process of rolling paper to give it a smooth
finish. y supercalendering
calender stack /'kalonds stak/ noun
aset of rollersfor calendering paper
calf /ka:f/ noun a soft leather used for
binding books
calf cloth /'ka:f klo6/ noun imitation
|eather made of woven material
California job case /keli'fomio
,d3pb kers/ noun a case for metal type,
where the upper and lower case characters
are on the same level, now rarely used
caliper /'kalipa/ noun 1. atype of meas-
uring instrument which calculates the
thickness of paper 2. the thickness of paper
COMMENT: In the UK, paper was formerly
measured in mils (1 mil = one thousandth of
an inch), but it is now measured in microns

(1 micron = one thousandth of a millimetre).
Mils are still used in the USA.

call /ko:l/ noun 1. a conversation on the
telephone 2. avisit to somebody’s house o
The reps make six calls a day.
calligrapher /ka'ligrofa/ noun a person
who specialisesin drawing letters
calligraphic pen r'keligrefik pen/
noun a pen with aspecial nib, used for fine
drawing of letters

calligraphy /ka'ligrafi/ noun the artistic
use of handwriting

call-out /'ko:l ,aut/ noun a piece of text
which identifies some part of an illustra-
tion, often connected to that part by an
arrow or line

call rate /'kozl rert/ noun the number of
calls per day or per week made by a sales-
person

call up /ko:l 'ap/ verb to instruct a
computer to find and display a particular
piece of information
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camera /'kem(o)ra/ noun a machine
which takes photographs, especidly in
printing, a machine which takes photo-
graphs of the made-up pages of a book
camera-ready /'kem(a)ro redi/ adjec-
tive relating to material in itsfinal publish-
able format, ready to be photographed or
electronically scanned for the purpose of
preparing printing plates

camera-ready copy / kem(a)ro redi
'kopi/, camera-ready paste-up
/ kaem(a)ra ,redi 'peist ,Ap/ noun atype-
script which isready to be photographed as
part of book production. Abbr CRC, CRPU
Cameron press /'kem(a)ron pres/
noun a type of rotary letterpress printing
machine, in which plastic plates are
attached to an endless belt, as opposed to
cylinders

campaign /keem'pein/ noun a planned
method of working

cancel /'kens(o)l/ verb to cause some-
thing such as a cheque or reservation to be
no longer valid m noun a set of printed
pages (or a single leaf) which take the
place of other pagesin aprinted book o We
printed a four-page cancel for the prelims
of the book club edition.

cancellation / kansa'lerf(a)n/ noun an
instruction to say that something is no
longer needed

cancellation clause / kansa'lerf(o)n
klo:z/ noun a clause in a contract which
states the terms on which the contract may
be cancelled

c&Ic abbreviation caps and lower case
C&sSc abbreviation caps and small caps
cap /kep/ abbreviation capital letter
capacity /ko'pesiti/ noun 1. the amount
that something can hold 2. (in industry) the
amount that can be produced or work that
can be done

cap height /'kap hait/ noun the height
of acapital |etter from the base line to the
top

capital /'kapit(a)l/ noun money that is
used to set up a business or invested to
make more money

capital assets /keapit(e)l ‘'esets/
plural noun property such as machines or
equipment which a company owns and
uses

capital equipment /kepit(ds)l 1
'kwipmont/ noun equipment which a
factory or office uses to work

capital expenditure /kepit(o)l 1k
'spendit fo/ noun money spent on equip-
ment or buildings

capitalisation /keprit(o)lar'zerf(o)n/,
capitalization noun the act of putting a
word into capital letters

capitalise [/'kapitolaiz/, capitalize
I'keepit(o)larz/ verb 1. to write aword in
capital letters o The name of the company
is always capitalised in notices to share-
holders. 2. to supply money to a working
company

capitalise on /'kaepit(s)laiz on/ verb to
make a profit from o They capitalised on
the popularity of the author’s TV show.
capital letter / keepit(a)l 'leto/ noun the
upper case form of a letter used at the
beginning of sentences and names, e.g. A,
B, C asopposed to g, b, c. Abbr cap

cap line /'keep lamn/ noun aline marking
the top of a series of capital letters

caps and lower case noun a style of
setting where the first letters of the main
words are in capitals, and the rest of the
wordsin lower case. Abbr c&lc

caps and small caps, caps and
smalls plural noun capitals and small capi-
tals, a style of setting where the first letter
of each word is a capital, and al the other
letters are small capitals. Abbr c&sc

caps lock /'keps Ipk/ noun akey on a
keyboard that allows all characters to be
entered as capitals

caption /'keepfon/ noun a note or
heading to apicture or illustration m verb to
print a caption

captive market /keptiv '‘ma:kit/
noun a market in which one supplier has a
monopoly and buyers have no choice over
the product that they must purchase
capture /'kaept fa/ verb to obtain control
over something o to capture the market
carbon black /'ka:ban blek/ noun a
very black pigment used in making
printing ink

carbon process /'ka:ban ,prouses/
noun a colour correction process used in
gravure, involving three-colour carbon
tissues. Also called wet carbon process
carbon tissue /,ka:bon 'tifu:/ noun 1.
thin paper with a coating of carbon powder
2. asheet of light-sensitive material used in
photogravure

Carbro process /'ka:brauv ,prouses/
noun a colour correction process used in
gravure printing, where each process



card

colour is carried on gelatine to alow the
colour to be checked

card /ka:d/ noun a piece of thick, stiff

paper

cardboard /'ka:dbo:d/ noun thick, stiff
paper used for making boxes

cardboard box /,ka:dbo:d 'boks/ noun
abox made of cardboard

cardboard tube /ka:dbo:d 'tjuib/
noun a tube made of cardboard, used for
sending posters or coversrolled up inside
card chase /'ka:d tfers/ noun a small
chase for type or plates to print business
cards and other small items of stationery
card index /'ka:d ,indeks/ noun aseries
of cards, usually standard size 12.5 x 7.5
cm, used to record holdings and kept in
specially designed drawers or boxes
card-index /'ka:d ,indeks/ verb to put
information onto a card index
card-index file /'ka:d ,indeks farl/
noun information kept on filing cards
card-indexing /'ka:d ,indeksip/ noun
the act of putting information onto a card
index o No one can understand her card-
indexing system.

carding /'ka:dig/ noun the act of putting
strips of card or thin leading between type
to give extraspace or to make apage longer
caret mark /'kerat ma:k/, caret sign
/'kaerat sain/ noun a proofreading symbol
to indicate that something should be
inserted into the text

caricature /'karikatjua/ noun a funny
drawing which exaggerates a person’'s
appearance m verb to draw a caricature of
somebody

carnet /'kainer/ noun an international
document which allows dutiable goods to
cross several European countries by road
without paying duty until the goods reach
their final destination

carriage /'karids/ noun 1. the trans-
porting of goods from one place to another,
or the cost of the transport of goods o to
pay for carriage o to allow 10% for
carriage o Carriage is 15% of the total
cost. 2. a mechanical section of a printer
that correctly feeds, spaces or moves paper
that is being printed 3. the section of a
printing press which holds and moves the
forme

carriage forward /kerid3z 'forwad/
adjective relating to a deal where the
customer will pay for the shipping when
the goods arrive

carriage free /keridz 'fri:/ adjective
relating to a deal where the customer does
not pay for the shipping

carriage paid / kerids 'perd/ adjective
relating to a deal where the seller has paid
for the shipping

carriage prepaid /keridz ,pri:'perd/
adjective relating to a deal where transport
costs have been paid in advance

carriage return / karids r1't3in/ noun
a signa or key that moves the cursor or
printhead to the beginning of the next line
of print or display. Abbr CR

carriage return key /keridz ri'ta:n
kiz/ noun a key that marks the end of a
line, when the machine goes to start anew
line and the cursor or printhead moves to
the beginning of the next line on screen or
in printing

carriage return/line feed / keridz r1
,t3: 'lain fi:d/ noun akey that movesthe
cursor or printhead to the beginning of the
next line and moves the paper or text up by
oneline. Abbr CR/LF

carrier /'keria/ noun 1. a company that
transports goods o We only use reputable
carriers. 2. a substance that holds the ink
for photocopying or printing processes 3. a
device that holds a section of microfilm

carry /'kari/ verb 1. to transport some-
thing from one place to another 2. to
contain or broadcast information o The
newspaper carried a full report on the
event.

car stock /'ka: stok/ noun the stock of
booksthat arep carriesin the back of hisor
her car, in order to be able to supply book-
shops quickly

cartographer /ka:'tpgrafa/ noun a
person who draws maps
cartographical / ka:to'greefik(a)l/
adjective relating to maps

cartography /ka:'tografi/ noun the art
of drawing maps

carton /'ka:t(a)n/ noun 1. thick card-
board o a folder made of carton 2. a box
made of cardboard

cartoon /ka:'tu:n/ noun 1. the first draft
of a drawing done on paper which can be
transferred to larger paintings 2. acomic or
satirical drawing o a cartoon book or a
book of cartoons o The gardening title is
illustrated by cartoons. 3. an animated film
made by photographing a series of draw-
ings
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cartoon character /kar'tuin
keerikta/ noun acharacter who appearsin
cartoons, such as Asterix or Donald Duck

cartoonist /ka:'tuinist/ noun a person
who draws cartoons

cartouche /ka:'tuzf/ noun a decorative
box which frames a text

cartridge /'ka:trid3/ noun a removable
device made of a closed box containing a
disk, tape, program or data

cartridge fonts /'ka:tridz fonts/ plural
noun hardware which can be attached to a
printer, providing a choice of typefaces,
but still limited to the typefaces and styles
included in the cartridge

cartridge paper /'ka:tridz ,perpa/
noun strong, thick, usually white paper
used for drawing

COMMENT: Cartridge paper is so called
because it was originally used for making
cartridges for bullets. It is made from
chemical pulp, sized, and is very white.

cascading stylesheet /kes keidin
'starlfi:t/ noun amethod of describing the
font, spacing, and colour of text within a
webpage and storing this information in a
style sheet that can be applied to any text
within the page. Abbr CSS

case /kers/ noun 1. a stiff cardboard
cover glued onto a book formed of two
pieces of cardboard and the spine o The
library edition has a case and jacket. o
Have you remembered to order the
blocking for the spine of the case? 2. a
cardboard or wooden box for packing and
carrying goods 3. a box in which metal
type is kept, divided into sections for the
various pieces of type m verb 1. to bind a
book in a stiff cardboard cover 2. to pack
something in a case

case binding /'kers ,baindip/ noun 1. a
stiff cardboard cover o The trade edition
has a case binding. 2. the action of binding
abook in ahard cardboard cover
casebound /'kersbaund/ adjective PUBL
same as hardback. » paperback, cloth-
bound

case change/'kers tfemnd3/ noun akey
used to change from upper to lower caseon
aword processor

cased book /keist 'buk/ noun a book
that is bound in a hard cover

casein glue /'kersiin glu:/ noun a glue
used in bookbinding and in making coated
papers, which is almost acid-free
case-making machine  /'kers
;meikip mo,[izn/ noun a machine for

cutting the cardboard which forms the
cover of abook

cash book /'kaf buk/ noun a book in
which a record is kept of income and
expenditure

cash budget /'ke[ ,bad3it/ noun aplan
of cash income and expenditure

cash flow /'ka[ flou/ noun the move-
ment of money in and out of a business
cash in hand /kaf m 'ha&nd/ noun
same as balance in hand

cash sale /'kaf serl/ noun an act of
selling something for cash

cash terms /'kaf t3aimz/ plural noun
lower terms which apply if the customer
pays cash

casing /'keisip/, casing in noun the act
of putting ahard cover on abook, attaching
it by glueing it to the endpapers and the
hinge flaps

casing-in machine /keisip 'ln mo
Jizn/ noun amachinethat attaches casesto
book blocks

Caslon /'kezlon/ noun a typeface
designed by William Caslon, the first
major English typefounder, in the 17th
century

cassette /koa'set/ noun a small rectan-
gular plastic container for magnetic tape
which can be used for recording and
playing back speech or music

cassie /'kasi/ noun dirty or torn paper in
aream, usualy the first and last sheets in
the pile

cast /ka:st/ verb to make a piece of type
out of hot metal

cast-coated paper /'kaist koutid
,perpa/ noun shiny coated paper, which
has been dried under pressure from hot
rollers

caster /'ka:sta/, casting machine noun
a machine that produces meta type, e.g.
the Monotype or Linotype machines
casting box /'ka:stigp boks/ noun a
specia box in which metal printing plates
are cast

casting off /'ka:stig of/, casting up
noun the act of calculating the amount of
space required to print text in a particular
font, and thus the number of pages in the
finished book

cast off / ka:st 'nf/ verb to calculate the
amount of space needed to print atextina
particular font

cast-off /'ka:st of/ noun acalculation of
the extent of a book, that is the number of



cast-up

pages required to print atext in aparticular
typeface and point size, done by counting
the characters including the punctuation
marks and spaces

cast-up /'ka:st Ap/ noun acalculation of
the amount of setting needed for a book
including spaces and headings, which
leads to an estimate of typesetting costs
casual work /'kaezusl wa:k/ noun jobs
done by people employed for a short time
catalogue /'ket(a)log/ noun 1. alist of
priced and illustrated items for sale,
presented in book form or in other formats
including CD-ROM or video 2. alist of the
holdings in a library, usually arranged
according to subject, title or author m verb
1. to classify and list items to form a cate-
logue 2. to enter something in a catalogue
catalogue price /'ket(o)lng prars/
noun the price of something asmarkedina
catalogue

cataloguer /'katslpgoa/ noun a person
who catalogues booksin alibrary
Cataloguing in Publication
/ kaetalogig m ,pabli'kerf(a)n/ noun a
system whereby new books are catal ogued
before publication by the British Library or
by the Library of Congress based on details
about each book supplied by the publisher.
Abbr CIP

catchline /'’ket[lain/ noun a headline
which is written at the top of a page of
manuscript or printed at the top of proofs,
and discarded when the proofs are made up
into pages

catch mount /'katf maont/ noun a
special mount which allows a page to be
removed from the imposed forme and
another page put in its place

catch stitch /'keet | stitf/ noun same as
kettlestitch

catch up / ket 'ap/ noun a situation
where the non-image areas of a litho-
graphic print take in ink. Also called
scumming

catchword /'kat fw3:d/ noun 1. aword
printed at the top of a page in a dictionary
or other reference book, usually thefirst or
last entry for that page 2. the first word of
a page of printed text repeated at the
bottom right-hand corner of the previous
page, originaly placed there to draw the
binder’s attention to it

category /'katig(e)ri/ noun a division
or class in a system used to group items
according to their type

cater for /'kerto foi/ verb to provide
what people need
cathode ray tube /kaboud 'rer
,tjurb/ noun an output device used in a
VDU or phototypesetter for displaying
text, figures or graphics. Abbr CRT
COMMENT: A CRT consists of a vacuum
tube, one end of which is flat and coated
with phosphor; the other end contains an
electron beam source. Characters become
visible when the electron beam makes the
phosphor coating glow.
caveat /'keviat/ noun awarning
caveat emptor /keviet 'empto:/
phrase a phrase meaning that the buyer is
personaly responsible for checking that
what they buy isin good order (NoTE: The
Latin phrase means ‘let the buyer beware’.)
ccl /,siz 'sit/ noun 1. used at the ends of
letters, memos and reports to indicate that
an identical copy has been sent to the
named people 2. a feature of electronic
mail software that alows you to send a
copy of a message to another user » full
form carbon copy
cc? abbreviation copies
CCD noun an electronic devicethat hasan
array of tiny elements whose electrical
charge changes with light; each element
represents a pixel and its state can be
examined to record the light intensity at
that point; used in some scanners and video
cameras. Full form charge-coupled
device
CCTYV abbreviation closed circuit televi-
sion
CD burner /si: 'di:
COMPUT Same as CD writer
CD-l /,siz 'di: a1/ noun a compact disc
with electronic information that can be
changed by the user. Full form compact
disc interactive
CD-ROM /si: di: 'rom/ noun an elec-
tronic method of storing large quantities of
information which can be read by laser.
Full form compact disc — read only
memory
CD-ROM drive /si: di: 'rom drarv/,
CD-ROM player /si: di: 'rom plera/
noun adisk drivethat allows acomputer to
read data stored on a CD-ROM, in which
the player spins the disc and uses a laser
beam to read etched patterns on the surface
of the CD-ROM that represent data bits
CD-RW /si: dir ar 'dab(d)ljui/ noun a
compact disc that can have its contents
erased and something else recorded onto it

,bama/ noun
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many times. Full form compact disc
rewritable

CD-WO /,siz ,dab(d)] ju: 'au/ noun CD-
ROM disc and drivetechnology that allows
a user to write data to the disc once only
and is useful for storing archived docu-
ments or for testing aCD-ROM beforeitis
duplicated. Full form compact disc write
once

CD writer /si: 'diz ,rarta/ noun a piece
of equipment used to record data perma-
nently onto a compact disc

cede /si:d/ verb to give up something
such as aright o The author has ceded the
film rights to a well-known charity. »
cession

cedilla /sa'dilo/ noun a small mark (,)
used in some languages under a letter to
change its pronunciation, e.g. under the
letter ¢ in French to soften it

cell /sel/ noun aspace for informationin a
table such as a computer spreadsheet,
formed where arow and a column intersect

cello foil /'selou fo1l/ noun vinyl foil, a
thin material for blocking on plastic book
covers

cellophane /'selafein/ a trade name for
a transparent plastic film o The books are
packed in cellophane wrapping.

cellulose /'seljulous/ noun a chemical
substance which is a compound of carbon,
hydrogen and oxygen
COMMENT: Cellulose forms the fibres in
plants, and so becomes the fibre which
constitutes paper. Cellulose fibres have the
following properties: they are inert, that is,
they do not react easily with other chemical
substances; they absorb water and so can
be made into the liquid pulp which when
dried forms paper; they are colourless,
transparent and very strong.
cellulose acetate /,seljulous '@sitert/
noun a sheet of transparent film used for
making overlays
cellulose film /'seljulous film/ noun a
transparent film made from cellulose
censor /'sensa/ noun a person who
decides what may be published, shown or
distributed to the general public m verb to
edit published material or filmswith regard
to what is considered decent for selling,
showing or distributing to the genera
public
censorship /'sensafip/ noun prohibi-
tion of the production, distribution or sale
of items considered to be objectionable on
political, religious or moral grounds

centimetre /'sentimiito/ noun one
hundredth part of a metre. Abbr cm (NOTE:
The US spelling is centimeter.)

centralisation  /sentralar'zei[(o)n/,
centralization noun organisation of every-
thing from a central point

centralise /'sentrolaiz/, centralize verb
to organise something from a central point
o All purchasing has been centralised in
our main office. o The group benefits from
a highly centralised organisational struc-
ture.

central processing unit /sentral
'prousesin jurnit/ noun the circuits
which form the main part of a computer.
Abbr CPU

central purchasing /,sentral
'p3:tf1sim/ noun purchasing organised by
a central office for all branches of a
company

centre /'senta/ noun 1. a point in the
middle of an areao Theillustration should
be in the centre of the page. o The folio
numbers should be in the bottom centre. 2.
agroup of itemsin an account m verb 1. to
put something in the middle o The text is
centred, but the headings should be ranged
left. 2. to arrange a piece of text so that the
middle of the text isin the middle of the
line on the page

centred dot /,sentod 'dot/ noun a dot
which is raised above the base line to the
middle of the x-height, used in some coun-
triesasadecimal point, as an indication of
anew paragraph or section, and also in the
USA as a way of indicating syllables in
headwordsin a dictionary

centrefold /'sentofould/ noun a double
page in the middle of a newspaper or
magazine o e have placed an ad on the
centrefold of the next issue.

centre heading /'sento ;hedig/ noun a
heading at the middle of the top of a page

centre holes /'sento houlz/ plural noun
location holes along the centre of punched
tape

centre margin ring /,sento 'ma:d3in
,r1g/ noun a metal ring round the edge of
the cylinder holding printing plates
centre marks /'sento ma:ks/ noun
lines on a double-page spread which indi-
cate whereit is to be folded or cut
centre notes /'sento nouts/ plural noun
notes printed in the centre of a page
between two columns of type



centre spread

centre spread /,sents 'spred/ noun a
double page spread which isin the middle
of asignature

centre sprocket feed /,;sento 'sprokit
fitd/ noun central paper tape sprocket
holes that line up with coding hole posi-
tions

centrifugal pulp cleaner /sentr1
'fjurg(d)l ,palp klizna/ noun a type of
spinning drum which separates dirt from
wood pulp as it is prepared for paper-
making

centring /'sentormy/ noun the act of
putting text in the centre of a page o
Centering of headingsis easily done, using
this function key.

Century /'sentfori/ noun an American
typeface designed for the ‘ Century’ maga-
zine in 1895 by Theodore Lowe de Vinne,
now mainly used in aform called ‘ Century
School book’

CEO abbreviation Chief Executive Officer

cerfs plural noun another spelling of
kerfs

certificate /so'tifikert/ noun an officia
document given to confirm facts o birth
certificate o health certificate o degree
certificate

certificate of approval /so,tifikot ov
9'pruiv(a)l/ noun a document showing
that an item has been officially approved
certificate of origin /so tifikot ov
'prid31n/ noun adocument showing where
goods were made

certified copy /,sa:tifaid 'kopi/ noun a
document which is certified as being the
same as another

cession /'sef(a)n/ noun the giving up of
aright to somebody. » cede

cessionary /'sef(9)nari/ noun a person
to whom aright has been transferred

cf abbreviation used to refer to a footnote
or to another part of the text. Full form
confer

C format paperback /si: [formeet
'peipobaek/ noun a paperback with the
format 234 x 156mm

CGA noun avideo display standard devel-
oped by IBM which provided low-resolu-
tion text and graphics, now superseded by
EGA and VGA. Full form colour
graphics adapter

chad /tfad/ noun little round pieces of
paper which are removed when holes are
punched in tape

chain /tfemn/ noun a series of stores
belonging to the same company o a chain
of newsagents o the chairman of a large
paperback chain o He runs a chain of
specialist shops.

chain lines /'tfein lainz/, chain marks
plural noun faint lines which run across
laid paper, made by the wire mesh in the
papermaking machine

chain store /'tfein sto:/ noun one store
inachain

chairman and managing director
/tfeamon on ,manid3iy dar'rekto/
noun a managing director who is aso
chairman of the board of directors
chalking /'tfo:kip/ noun 1. a printing
fault where the ink dries and flakes off
instead of being incorporated into the
paper 2. the process of dusting leaves with
powdered chalk before applying glue to
gild the edges, which prevents the leaves
sticking together

Chamber of Commerce /tfeimbor
ov 'koma:s/ noun a group of loca busi-
nesspeople who meet to discuss problems
which they have in common and to
promote businessin their town

chancery /'tfa:nsori/ noun a type of
italic, e.g. Bembo

Chancery script /'tfamsori skript/
noun a 15th-century Italian writing style,
used for official documents, from which
italic type was derived

channel /'tfen(a)l/ noun 1. the spoken,
written or electronic means by which
something is passed on 2. a major interest
areaon the Internet that iseasily accessible
3. (in graphics) one layer of an image that
can be worked on separately or which can
be used to create special effects

channel of distribution /,tfen(a)l ov
Jdistrr'bjuzf(a)n/ noun away of sending
goods from the manufacturer to the retailer

chapbook /'tfepbuk/ noun a small
booklet of poems, ballads or stories, origi-
nally sold by travelling pedlars

chapel /'tfeep(a)l/ noun 1. abranch of a
trade union in printing and journalism 2. a
meeting of aprinters’ or journalists’ chapel
chapter /'t feepta/ noun one of the divi-
sions of a book or document

chapter drop /'tfepta drop/ noun the
number of blank lines or millimetres
between the top of the type area and a
chapter title



CHC paper

chapter heading /'tfepto  hediy/,
chapter head, chapter title noun the title
and number of achapter whichisprintedin
larger letters at the beginning of the chapter
o Chapter headings are in 15 point
Univers, and are dropped 20mm.
chapter opening /'tfepta ,oup(o)nin/
noun the beginning of a chapter, usualy
marked with a chapter title and a suitable
chapter drop
character /'kerikto/ noun a single
letter, number or symbol that can be
displayed on a computer screen or printer
and represents one byte of data
COMMENT: Characters are important
properties in themselves, and can be
merchandised in many ways. Publishers
who represent the original copyright holders
in characters can license the production of
dolls, calendars, playing cards, soap, cups,
etc., in the form of the characters. Vice
versa, a film or TV company which holds the
copyright in a screen character, may
license a publisher to publish books about
the character.
character assembly /'kariktor o
,sembli/ noun amethod of designing char-
actersin pixels on acomputer screen
character block /'kerikts blok/ noun
the pattern of dotsthat will make up achar-
acter on a screen or printer
character byte /'kariktos bait/ noun a
byte of data containing the character code
and any error check bits
character generation /'karikto
,dzenare1f(a)n/ noun the formation of
characters either by computer or from film
character height /'kerikto hait/ noun
a measurement in millimetres from the
bottom of the character to the top. Also
called letter height
character key /'kerikto ki noun a
word-processor control used to process
text one character at atime
character matrix /'karikto ;mertriks/
noun a pattern of dots that makes up a
displayed character
character printer /'kerikto ,printa/
noun a device that prints characters one at
atime
character recognition /kearikto
rekag'nif(a)n/ noun a system that reads
written or printed characters into a
computer by recognising their shapes
character rounding  /'karikto
gravndig/ noun the act of making a
displayed character more pleasant to look
at, within the limits of pixel size

character skew /'karikto skju:/ noun
the angle by which an incorrectly-posi-
tioned character is misaligned with the
others

characters per inch / keriktoz pa:r
'int [/ noun the number of printed charac-
ters which fit within the space of oneinch
on aline, used as aguide to the total extent
of abook. Abbr cpi

characters per line /keriktos pa:
'lain/ noun the number of characters esti-
mated to be in each line, used as a guide to
the total extent of a book. Abbr cpl

characters per second /keriktoz
pa 'sekond/ noun the number of charac-
ters which are transmitted or printed per
second. Abbr cps

charge /t fa:d3/ verb to ask peopleto pay
for goods or services o He charges £10 an
hour. m noun money which must be paid
for something such as a service o to make
no charge for delivery o There is a small
charge for rental.

charge-coupled device /tfa:d3
kap(a)ld di'vars/ full form of CCD
charges forward /,tfa:dziz 'forwod/
plural noun charges which will be paid by
the customer

chart /t fa:t/ noun avisua representation
of information

charter /'tfa:ta/ noun an official docu-
ment giving rightsto a person, organisation
or community

charter bookseller /'tfa:to ,bukselo/
noun abookseller who stocks awide range
of titles and who has specia terms from
publishers

chase /tfers/ noun a metal frame in
which metal type and blocks are placed
and held ready to print by letterpressm verb
1. to try to speed up work by asking how it
is progressing o We are trying to chase up
the accounts department for the cheque. o
We will chase your order with the produc-
tion department. 2. to gild the edges of a
book

chaser /'tfeisa/ noun aletter to remind
somebody of something, especialy to
remind a customer that an invoice has not
been paid

CHC  abbreviation
carbonate

CHC paper /si: ertf 'siz ,perpa/ noun
paper impregnated with CHC, used to
deacidify the pages of old books

cyclohexylamine



cheap edition

cheap edition /'tfi:p 1,dif(s)n/ noun a
specia edition of abook which issold at a
lower price than the normal edition

check /t fek/ noun an inspection of some-
thing to make sure it is correct m verb to
look at something closely to make sure
there are no mistakes

check digit /'tfek ,didzit/ noun a
number added to a numeric code to enable
acomputer program to detect any errorsin
the code

check into /,tfek 'intu/ verb to investi-
gate something in order to get more infor-
mation about it or to establish its truth or
accuracy

checklist /'tfeklist/ noun 1. alist which
acts as a reminder of things to be done or
accounted for 2. a list used to identify
items from aminimum amount of informa-
tion

check sample /'tfek ,saimp(a)l/ noun
asampleto be used to seeif aconsignment
is acceptable

chemac /'kemek/ noun a binder's die
used for blocking book covers which is
cheaper and made of softer metal than a
brass, so not used for long runs
chemical ghosting  / kemik(o)l
'gaustig/ noun faint images which appear
on printed sheets, as an effect of the chem-
icalsintheink

chemically pure paper /kemikli
.pjua 'perpal noun paper which is acid-
free, used to repair or protect old books or
maps

chemical paper /'kemik(a)l ,peipa/
noun paper made from chemical pulp
chemical pulp /'’kemik(a)l palp/ noun
pulp which has been produced using chem-
icals rather than being broken down
mechanically. Compare groundwood
pulp

cheque /tfek/ noun a method of paying
money from a bank account, by fillingin a
standard form and without using coins or
notes (NoTEe: The US spelling is check.)
cheque account /'tfek 9 ,kavnt/ noun
a bank account which allows the customer
to write cheques

cheque paper /'tfek ,peipa/ noun
specia paper for printing cheques, sensi-
tised to prevent fraud

chevrons /'fevronz/ plural noun same as
guillemets

chick lit /'t 1k Irt/ noun agenre of fiction
considered to appeal primarily to young
women

chief executive /tfi:f 1g'zekjutiv/
noun an executive director in charge of a
company

Chief Executive Officer /tfi:f 1g
,zekjutrv 'ofisa/ noun US a director in
charge of al acompany’s operations. Abbr
CEO

children’s annual /'tf1ldronz ,&enjual/
noun abook published each year usually at
Christmas, with stories, games and arti-
cles, intended for children and often based
onapopular TV seriesor cartoon character
children’s editor /'tfildronz ,edrto/
noun a person responsible for publishing
books for children

children’s fiction /'tfildronz fik[on/
noun stories for children

china clay /'tfamns kler/ noun kaolin,
fine white clay used for loading and
coating paper

chinagraph  pencil /'tfamogra:f
,pens(3)l/ noun a pencil used for making
clear marks on film or negative ozalids
chipboard /'t fipbo:d/ noun cheap rough
board used for making boxes and binding
cases

chlorine number /klomrizn ,;nambo/
noun the amount of chlorine which is
absorbed by a sample of pulp, used to
calculate the amount required to add to
produce a white paper

choice /tfors/ noun 1. something which
is chosen o You must give the customer
time to make his choice. 2. arange of items
to choose from o We have only a limited
choice of suppliers. o The shop carries a
good choice of papers.

choke /tfouk/ noun to slightly reduce a
pigmented area being printed to alow for
the ink spreading

choose /tfu:z/ verb to decide to do a
particular thing or to buy a particular item
as opposed to something else o There were
several good candidates to choose from. o
They chose the only female applicant as
sales director. o The book club has chosen
his novel astheir Christmas special.
Christmas gift book /krismas 'gift
,buk/ noun a special book which is given
as apresent at Christmas

Christmas list /'krismas ,list/ noun a
list of books specially produced for sale at
Christmas



classics

chroma /'krauma/ noun the depth or
saturation of a hue, as compared to a
medium neutral grey

chromolithography / kroumoult
'Opgrafi/ noun colour printing by lithog-
raphy, each colour requiring a separately
drawn plate

chromo paper /'krovmoau ,perpa/ noun
expensive paper, heavily coated on one
side, used for block proofing or printing

chronological order
/ kronalodzik(a)l  'oida/  noun the
arrangement of thingssuch asrecords, files
or invoicesin order of their dates

‘...during a state audit his company’'s
seven party planners spent days combing
through customer records when they
could have been out selling. One
suggestion: Make extra copies of
invoices and file them in chronological
order. ‘The lesson is to be so anally
prepared you can say immediately, “I've
got it", Mr. Kelly says’ [Crain's
Chicago Business)
chumship /'tfamJip/ noun a group of
compositors working together on the same
job
cicero /'sisarau/ noun apoint size, more
or less the equivalent of a pica, used in
Europe, but not in Britain or the USA.
Compare didot
CIEL*a*b* noun a numerical scaled
system of describing al colours visible to
the human eyein relation to each other
c.i.f. abbreviation cost, insurance and
freight o The books can be supplied at
£1.30 ex works from Singapore or £1.45
c.i.f. London.

CIP abbreviation Cataloguing in Publica-
tion

circular /'sa:kjuloa/ noun a letter or
advertisement sent to a large number of
people at the same time

circularise /'sa:kjuloraiz/, circularize
verb to send a circular to o The committee
has agreed to circularise the members. o
They circularised all their customers with
anew list of prices.

circular letter / ;sa:kjulo 'leto/ noun a
letter sent to a large number of people
conveying the same information

circular letter of credit /s3:kjulo
Jletor ov 'kredrt/ noun a letter of credit
sent to al branches of the bank that issues
it

circulate /'sa:kjulert/ verb to send infor-
mation to a group of people o They circu-
lated a new list of prices to all their
customers.

circulating library /'ss:kjulertin
Jlarbrori/ noun alibrary run on acommer-
cial basis, where the members pay to
borrow books

circulation /ss:kju'lerf(a)n/ noun 1.
the number of copies of a newspaper or
magazine sold each time it is produced 2.
distribution of written materials such as
journals or books to people who may be
interested in them

circumflex accent /'ssaikomfleks
,&ksont/ noun a mark (") used over a
vowel in some languages to show pronun-
ciation

citation /sar'terf(o)n/ noun a formal
word for a quotation or reference

cite /sart/ verb to quote or mention some-
thing especially as proof of a point

civil law /,s1v(a)1 '1o:/ noun lawsrelating
to peopl€'s rights and agreements between
individuals

claim form /'klerm form/ noun a form
that has to be filled in when making an
insurance claim

clamp /klamp/ noun a device that holds
something tightly

clamp allowance /'klemp 3,lauans/
noun the part of the paper which is held by
clamp bars and is not used for printing
clamp bar /'klemp ba:/ noun a metal
bar which holds the paper in apressasit is
being printed

class /kla:s/ noun adivision of aclassifi-
cation scheme

classic /'klasik/ noun a famous work of
literature o ‘The Lord of the Flies' has
become a modern classic. o They have
published a series of nineteenth-century
classics.

classical I'kleesik(a)l/ adjective
consisting of or involving the study of the
ancient Greek and Latin languages and
literature

classicism /'klasisiz(e)m/ noun the
study or knowledge of ancient Greece and
Rome

classicist /'klasisist/ noun a scholar of
ancient Greek and Latin

classics /'klasiks/ noun the academic
study of the languages, literature and
history of ancient Greece and Rome



classification

classification / klesifr'’kerf(a)n/ noun
1. adivision or category within a system
according to their degrees of similarity 2.
the process of putting things into groups
according to similarities or relationships
classification system /Kklasif
'ke1f(9)n ,sIstom/, classification
scheme / klesifi'keif(a)n skizm/ noun a
system of organising things by dividing
them into groups based on their similarities
o In libraries books are often arranged
according to the Dewey decimal classifica-
tion system.

classified advertisements
/ kleesifaid od'va:tismants/ plural noun
advertisements listed in a newspaper under
special headings, such as ‘Property for
sale’ or ‘Jobs wanted'

classified catalogue /klesifaid
'ket(o)log/ noun a list of contents
arranged according to the classification
system used to control them

classified directory /klasifard dar
'rekt(a)ri/ noun a book which lists busi-
nesses grouped under various headings
such as computer shops or newsagents
classified index /'klesifaid ,indeks/
noun a list of holdings organised under
general headings rather than in one apha
betical sequence o In a classified index,
publisherswould appear under the general
heading ‘Publishers’ and not in the usual
alphabetical order of their names.
classify /'klesifar/ verb 1. to place
things into a sequence according to a clas-
sification scheme 2. to restrict the distribu-
tion of adocument for reasons of security
clause /kloiz/ noun a section of a
contract o There are ten clauses in the
contract. o According to clause six,
paymentswill not be due until next year.
clean /klizn/ adjective without any
mistakes o The estimate for typesetting
assumes the publisher will submit clean
copy.

clean copy /kli:n 'kopi/ noun a manu-
script or text for typesetting which has no
dterations and is easy to read

clean proof /kli:n 'pru:f/ noun a proof
which does not need any corrections
clear /klia/ adjective easily understood o
You will have to make it clear to the staff
that productivity is falling. m verb 1. to
delete data from a computer display or
storage device 2. o to clear goodsthrough
customs to have all documentation passed

by customs so that goods can leave the
country

clearance certificate /'kliorons so
tifikat/ noun a document showing that
goods have been passed by customs

clearing /'kliarig/ noun the removing of
formes after a book is printed, by distrib-
uting the type and preparing the formes for
another job

clearing house /'klroriy haus/ noun 1.
an agency or central office where informa
tion from various sources is pooled 2. a
central office where orders from many
sources are consolidated

clear profit /klio 'profit/ noun profit
after all expenses have been paid o We
made $6,000 clear profit on the sale.

clerical /'klerik(a)l/ adjective relating to
tasks done in an office or by a clerk

cliché /kli:fer/ noun French word for a
printing block

clicker /'kliko/ noun an old term for a
foreman compositor

click rate /'klik rert/ noun same asclick-
through rate

clicks and bricks /kliks on 'briks/
noun a way of doing business that
combines e-commerce and traditional
shops

clicks-and-mortar /kliks an 'mo:to/
adjective  conducting business  both
through e-commerce and also in the tradi-
tional way in buildings such as stores and
warehouses

click-through /'klik Oru:/ noun an act
of clicking on a banner or other on-screen
advertising that takes the user through to
the advertiser’s website

click-through rate /'klik Oru: rert/
noun a method of charging an advertiser
for the display of a banner advertisement
on awebsite. Also called click rate (NOTE:
Each time a visitor clicks on a displayed
advertisement which links to the adver-
tiser's main site, the advertiser is charged
a fee. A click-through rate of just a few
percent is common and most advertisers
have to pay per thousand impressions of
their banner ad, sometimes written CTM
(click-through per thousand).)

client /'klaront/ noun 1. a person using
the services of a professiona organisation
2. a computer that is connected to a
network or the Internet, or that is using the
resources of another computer. » gopher



coating binder

clip art /'klip a:t/ noun pre-packaged
artwork, available on software for use in
documents produced on a computer

clipping /'klipig/ noun US same as
cutting

clipping path /'klipip pa:®/ noun a
mask which is used in graphics software to
hide some portion of aimage, such as the
background

close /klouz/ verb 1. to end 2. to stop
doing business for the day o The office
closes at 5.30. o We close early on Satur-
days. 3. o to close inverted commas to
indicate the end of a quotation

closed circuit television /klovzd
,s3:kit  'telrviz(o)n/ noun an interna
video system often used for security
purposes or for relaying conferences. Abbr
CCTV

closed market / klouvzd 'ma:kit/ noun
a market in which a supplier deals with
only one agent or distributor and does not
supply any others direct

closed signature /klouzd 'signit[a/
noun a signature where the bolts have not
been cut

close up / klouz 'ap/ verb to reduce the
space between characters or lines o If the
textisclosed up alittle wewill save a page.

closeup /'klous,ap/ noun photography
taken a very short distance away from the
subject o We need a closeup of the lottery
winner to put on the front cover.

closing bid /'klovzig bid/ noun in an
auction, the last bid or the bid which is
successful

closing stock /klouziy 'stok/ noun
details of stock at the end of an accounting
period

closing time /'klovziy taim/ noun the
time that an establishment such as a shop,
library or bar closes and people have to
leave

cloth /klp6/ noun material used to cover a
hardbound book o The book is bound in
green cloth or isin a green cloth binding.

cloth boards /'klp6 bo:dz/ plural noun a
cover made of dtiff board covered with
cloth

clothbound /'klobbaund/ adjective
used to describe books which are covered
in a specific type of material made origi-
naly from natural fibres, now often
synthetic

cloth joint /'klp6 d3oint/ noun astrip of
linen pasted along the fold of the endpaper
to strengthen the joint
cloth-lined paper /,klof laind 'perps/
noun paper with cloth pasted on the back,
used for folding maps
cloze test /'klouz test/ noun a test of
comprehension and grammar in which a
language student supplies appropriate
missing words omitted from a text
club line /'klab lam/ noun the first line
of aparagraph which appears at the bottom
of apage. Comparewidow (NOTE: Another
term for this is orphan.)
clumps /klamps/ plural noun meta
spacers or leads, cast on thicker bodies,
used to space out type matter
Ccm abbreviation centimetre
CMYK /;si: em war 'ker/ adjective a
method of describing a colour by the
percentage content of its four component
colours. Full form cyan-magenta-yellow-
key. Also called YMCK
co- J/kau/ prefix working or acting
together. » co-edition, coproduction,
copublish
coarse /ko:s/ adjective 1. referring to
paper which has a rough surface 2. refer-
ring to a screen with wide spaces between
the lines» compare fine
COMMENT: A coarse screen is used when
printing halftones on coarse paper, as in

newspapers; it can be up to about 80 lines
per inch.

coarse grain /'ko:s gremn/ noun larger
dots giving arougher picture

coat /kaut/ verb to cover something with
alayer of clay, paint or varnish

coated one side /,koutid wan 'sard/
noun coated paper with the coating on one
side only, suitable for posters or covers.
Abbr C1S

coated paper /,koutid 'perpa/ noun art
paper or shiny paper, coated on one or both
sideswith amixture of china clay and size,
used for illustrations, especialy halftones
(NOTE: The US term is enamel paper.)
coated two sides / koutid tu: 'sardz/
noun coated paper with the coating on both
sides. Abbr C2S (NoTE: US English is also
enamel paper.)

coating /'koutin/ noun the act of treating
paper with a mixture of clay and size. »
brush coating

coating binder /'’koutig ,bainda/ noun
the substance in coating slip which makes
it adhere to the surface of the paper



coating machine

coating machine /'koutiy mo, [imn/
noun a machine that applies the coating to
paper

coauthor /kau'5:0a/ noun an author who
writes something jointly with one or more
other authors m verb to write a book with
another author o She coauthored the book
on Churchill.

Cobb sizing test /'kpb ,saiziy test/
noun a test to measure the rate of absorp-
tion of water by paper
COMMENT: The Cobb test is used to
measure absorption by the surface only (as
opposed to the penetration of water right
through paper or board).
COBOL /'koubol/ noun a computer
programming language. Full  form
common business-oriented language
cockle /'kok(a)l/ noun abump or wrinkle
on the edge of a sheet of paper caused by
damp = verb to bulge and wrinkle o The
paper has cockled and will have to be
dried.
cockroach /'kokraut[/ noun a text
which has been set in lower case only

cock-up /'kok ap/ noun 1. a letter
printed in superscript 2. an initial capita
which is larger than the rest of the line
coda /'koeuda/ noun an additiona section
at the end of atext such as aliterary work
or speech that is not necessary to its struc-
ture but gives additional information
code /kaud/ noun agroup of numbers or
letters used to identify something. o
barcode

codicil /'kaudisil/ noun an appendix or
supplement to atext
co-edit / koau 'edit/ verb to edit a book
with another person

co-edition /'’kau 1,dif(3)n/ noun the
publication of a book by two publishing
companiesin different countries, wherethe
first company has originated the work and
then sell s sheets to the second publisher (or
licenses the second publisher to reprint the
book locally) o We have sold co-editions of
our book on garden flowers to publishers
in France and Greece.

COMMENT: Note the difference in meaning

between ‘co-edit’ and ‘co-edition’.
co-editor /kou 'edita/ noun a person
who has edited a book with another person
coffee table book /'kofi ,terb(a)l buk/
noun aglossy book with many colour illus-
trations, designed to be browsed through
rather than read in full

cold /kould/ adjective 1. not hot 2.
without being prepared

cold call /,kould 'ko:l/ noun asales visit
where the salesperson has no appointment
and the client is not an established
customer

cold composition /kould kompo
'z1f(9)n/, cold metal setting, cold type
/'kauld tarp/ noun the use of hand set type,
typewritten material, or other material
made by a machine which prints by
striking the paper, as abasis for printing
cold melt /'kould melt/ noun aglue used
for binding which does not need to be
heated

cold set ink /'kould set ,1pk/ noun ink
which sets on the paper without being
dried under heat

collaborate /ko'lzbarert/ verb to work
together o She collaborated with a French
film star on a book on the cinema.
collaboration /ks l&ba'rerf(s)n/ noun
working together o Their collaboration on
the project was very profitable.
collaborator /ka'leborerto/ noun a
person who works with another to produce
aliterary or artistic work

collage /'kola:z/ noun an illustration
made by sticking together various mate-
rials such as photographs, line drawings
and pieces of fabric

collate /ka'lert/ verb 1. to gather pieces
of information together 2. to organise
materials into a specific order and check
that they are complete

collating /ka'kertig/ noun the act of
checking the gathered sections of abook or
of checking atext

collating machine /ka'kertig ma, fi:n/
noun a machine that collates signatures of
a book or pages of a document in the
correct order ready for binding

collating marks /ka'leitip ,ma:ks/
plural noun marks printed on the spine of a
signature so that the binder can see if they
have been collated in correct order
collating sequence  /ka'lertiy
,sitkwans/ noun an order in which signa
tures are stacked for printing

collation /ka'lerf(a)n/ noun 1. adetailed
comparison between different items or
forms of information 2. the assembling of
pieces of paper in the right order, particu-
larly the sections of abook prior to binding
3. the act of compiling atechnical descrip-
tion of abook, including its bibliographical



coloured

details and information about its physical
construction

collator /ka'lerta/ noun amachine which
takes sheets or printed signatures and puts
them in order for stapling or binding
collect /ka'lekt/ verb 1. to bring things
together to form a group o the collected
works of Shakespeare o He collects books
about trains. 2. to take things away from a
place o We have to collect the stock from
the warehouse. m adverb, adjective US in
which the person receiving atelephone call
agrees to pay for it o to make a collect call
o He called his office collect.

collecting cylinder  /ka'lektip
,stlinda/ noun a cylinder which collects
the printed sheets from a web press before
they are folded

collection /ka'lekfan/ noun a group of
similar or related things such as the stock
of aspecial library

collection charge /ka'lekfon tfa:dz/,
collection rate noun a charge for
collecting something

collective /ka'lekt1v/ noun agroup such
as an audience, class or library m adjective
working together

collective authorship /ks lektrv
'5:051p/ noun asituation where agroup of
people have written awork together
collector /ka'lekta/ noun a person who
collectsthings o Heis a collector of books
on bees.

college /'kolid3/ noun 1. an educational
institution for higher education, especialy
one offering coursesin specialised or prac-
tical subjects 2. the building or buildings of
acollege

college bookstore / kolid3 'buksto:/
noun a specialised bookshop attached to a
college, where the students can buy books
College electro /kolid3 1'lektrou/
noun a specia type of electro developed at
the London College of Printing
collodion /ka'laudion/ noun a highly
flammable solvent formerly used to
devel op photographic plates

collotype /'koloutarp/ noun a rare
printing process, where illustrations are
printed from a glass surface coated with
hardened gelatine, used especially for art
books and reproductions of paintings

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

tone, hence its suitability for reproducing
original paintings.
colon /'kaulon/ noun a punctuation mark
(:) used chiefly to introduce lists o The
titles were: Rumplestiltskin, Cinderella
and Little Red Riding Hood.

colophon /'kolofon/ noun 1. the symbol
or emblem that is printed on a book and
represents a publisher or publisher’s
imprint 2. the details of the title, printer,
publisher and publication date given at the
end of a book. Colophons are commonly
found in early printed books and in modern
private press editions.
COMMENT: Usually the publisher’s colophon
will appear on the title page and spine of a
book, and on all publicity matter; a printer’s
colophon is likely to appear on private press
books and other art books, and is often
printed on the last page of the book.
colour /'kala/ noun the lightness or dark-
ness of a particular typeface, when
compared to other faces

colour bar /'kalo ba:/ noun a strip of
bars of colour in the margin of a four-
colour proof, used to check that the tones
of the colours are correct and to allow the
density of the colour reproduction to be
checked

colour chart /'kalo tfa:t/ noun achart
showing different colours available for
printing
colour coding /'kals koaudig/ noun a
system of organising items by labelling
similar contents with the same colour
COMMENT: A manuscript may be marked up
in colour by the sub-editor, with, for
example, chapter headings indicated in
green, paragraph headings in purple, etc.,
making sure always that an explanation of
the colours and the typography required is
given on the first pages of the MS for the
compositor to follow. For corrections to
proofs, normal colour coding is that the
printer marks his corrections in green; any
corrections noticed by the publisher or
author which they believe to be mistakes
made by the printer are marked in red; all
other changes are shown in blue or black.
colour comp print /'kalo komp
.print/ noun a print taken from a colour
transparency
colour correction /'kalo ko,rek[(o)n/
noun the correction of faulty colours
manually, by changes to the colour separa-
tions

colour depth /'kalo dep6/ noun the
number of bits used to describe the colour
of apixel

coloured /'kalod/ adjective in colour



coloured edges

coloured edges /kalod ‘edziz/,
coloured top plural noun the edges or top
of the pages of a book block which have
been dyed with colour

colour-fast red / kals fa:st 'red/ noun
ared colour which is not affected by light
or chemicals

colour film /'kals film/ noun film for
printing in colour

colour filter /'kalo f1lto/ noun a sheet
of coloured glass or plastic placed in front
of a camera, which cuts off some colours
and lets others pass, used in making colour
separations

colour graphics adapter /kalo
'graefiks o,deepta/ noun full form of CGA
colouring book /'kalariy 'buk/ noun a
children’s book of black and white draw-
ings, which a child can colour in

colour masking /'kale ,ma:skiy/ noun
the correcting of faults in colour printing
by masking the separations

colour matching /'kalo ,meet f1/ noun
the preparation of colours according to
specifications on a standard system of
swatches, as in the Pantone system
colour negative /'kalo ,negotiv/ noun
photographed colour film where the
colours are replaced by their complements
colour palette /kals 'palat/ noun a
range of colours which can be used on a
printer or display

colour photograph I kalo
'foutogra:f/ noun a photograph which
reproduces the subject in colour

colour plate /'kals plert/ noun a plate
printed in colour in a book

colour-plate book /'kals plert ,buk/
noun a book with colour plates, usually an
antiquarian book

colour primaries /'kalo ,praim(o)rizz/
plural noun same as primary colours
colour printer /,kalo 'printa/ noun a
printer that can produce hard copy in
colour, such as colour ink-jet, colour dot-
matrix and thermal-transfer printers
colour proof /'kals pru:f/ noun aproof
in colour o The printer has submitted
colour proofs of the jacket.

colour register /'kala ,redzista/ noun
the correct positioning of each colour on
the previous one, so that the final result is
perfect

colour separation /kalo  sepo
're1f(9)n/ noun 1. separation of the various

colours from a design into the process
colours to make a series of four films for
printing 2. film for a single colour
COMMENT: The colours are separated by
electronic scanning or by photographing the
original using filters to isolate each colour in
turn. Each colour is then printed as a
separate proof for checking purposes: this
is a colour separation negative.
colour separations I'kalo
,separerf(d)nz/ plural noun overlays
prepared by an artist for the various colours
needed in adesign

colour swatch /'kalo swot[/ noun a
sample of colour given by an artist for the
printer to match

colour tool /'kals tu:l/ noun autility or
icon in agraphics or DTP application that
allows the user to create custom colours by
specifying the CMYK or RGB vaues and
then draw or fill an area with this colour

colour transparency /kalo trans
'peronsi/ noun a small photograph on
positive colour film which can be used to
print from. Abbr C/T

column /'kolom/ noun 1. a vertica
section of writing in a book, newspaper or
magazine 2. aregular section or articleina
newspaper or magazine by the same writer
or on the same subject
columnar /ko'lamna/
columns

columnar graph /kolamno ‘'gra:f/
noun agraph on which values are shown as
vertical or horizontal bars

columnar working  /ko,]Jamna
'wa:kig/ noun a method of data presenta-
tion in which information is shown in
columns

column balancing /'kolom
,beelansip/ noun the automatic adjustment
of columns on a page, so that they are the
same length

column break /'kolom breik/ noun a
bad break which occursin a column

column-centimetre / kolom
'sentimi:ta/, column-inch noun the depth
in centimetres or inches of a space in a
newspaper column, used for calculating
charges for advertising

columnist /'’kolomnist/ noun a jour-
nalist who writes a regular column for a
newspaper or magazine

column rule /'kolom ru:l/ noun arule
running down the page of a newspaper
from top to bottom, separating the columns

adjective in



commitment

columns across /kolomz o'krps/
adjective printing a newspaper with the
columns running across the cylinder

columns around /kolomz a'raund/
adjective printing a newspaper with the
columns running round the plate cylinder

comb binding /'’keum ,baindiy/ noun a
type of mechanical binding, where loose
pages are attached by the teeth of aplastic
comb, which are then rolled round to form
aspine

combination line and halftone
/ kombineif(a)n ,lamn on ‘'ha:ftoun/,
combination plate noun a plate which
uses both line artwork or text and photo-
graphsin the same design

combined halftone and line /kom
,baind ,ha:ftoun an 'lain/ adjective refer-
ring to an illustration which uses both half-
tones and line artwork in the same design
coming-and-going  /kamip  on
'gouin/ noun a method of printing two
copies of abook at the same time, with the
pages joined head to head. » fore and aft,
printed head-to-head, printed head-to-
tail, two-up

comma /'’koma/ noun a punctuation
mark (,) used to show the natural breaksin
written sentences

commentary /'komont(d)ri/ noun a
text which comments on another text o a
series of commentaries on the books of the
Bible o He has written a commentary on
Shakespeare's ‘Hamlet'.

commerce /'koma3:s/ noun the buying
and selling of goods and services

commercial /ko'ms:f(o)l/ adjective
relating to buying and selling things o
Sample only — of no commercial value. m
noun an advertisement on television

commercial a /ko'ms:[(a)l e/ noun a
printing sign (@) which means ‘at’
commercial artist  /ko,ms:[(9)1
'a:tist/ noun an artist who designs adver-
tisements such as posters for payment

commercial college /ko'msa:f(o)l
kolidz/ noun a college which teaches
business studies

commercial course /ka'ms:f(d)l
ko:s/ noun a course where business skills
are studied

commercial directory /ko'ms:f(s)l
dar,rekt(o)ri/ noun same as trade direc-
tory

commercial law /koms:f(o)l 'loi/
noun laws regarding the conduct of busi-
ness

commercial lawyer /ko,m3a:f(o)l
'Io:ja/ noun a person who specialises in
company law or who advises companieson
legal problems

commercial printer /ko,ms3:f(s)l
'printa/ noun a printing company which
prints for business clients other than
publishers

commercial traveller /ko,ms:f(d)l
'traev(a)la/ noun asalesperson who travels
round an area visiting customers on behalf
of their company

commission /ko'mif(a)n/ noun 1.
money paid to a salesperson or an agent,
usually a percentage of the sales made o
She gets 10% commission on everything
she sells. 2. a job given to a person or
company to do o He has an interesting
commission — to write a history of
museums. 3. a group of people officialy
appointed to examine a problem o The
government has appointed a commission
of inquiry to look into the problems of
small exporters. o He is the chairman of
the government commission on export
subsidies. m verb to arrange for somebody
to do some work in exchange for payment
o He was commissioned to design a new
logo. o to commission a book to ask an
author to write a book o She has commis-
sioned a series of books on world history. o
They never publish works submitted on
spec, and commission everything in their
list.

commission  agent /ko'mif(o)n
.erdzant/ noun an agent who is pad by
commission, not by fee
commissioning editor /ko,mifonin
‘edrta/ noun a person who asks authors to
write books for the part of the publisher’s
list for which he or she isresponsible
commission rep /ka'mif(s)n rep/,
commission salesman noun a sales
person who is not paid a sdary, but
receives a commission on sales
commission sale /ko'mif(d)n serl/
noun a sale where the salesperson is paid a
commission. Also called sale on commis-
sion

commitment /ko'mitmant/ noun atask
which you undertake to do

common business-oriented
language noun full form of COBOL



common pricing

common pricing /koman 'praisiy/
noun the illegal fixing of prices by several
businesses so that they all charge the same
price

common query language /komon
'kwiori | lengwid3/ noun a formal
language used to interrogate a database.
Abbr CQL

commons /'komonz/ plural noun data
stored in the memory of one computer that
isavailable to al computers linked to it by
anetwork

communication /ko,mju:ni'kerf(a)n/
noun 1. the exchange of information
between people, e.g. by means of speaking,
writing or using acommon system of signs
or behaviour 2. a spoken or written
message 3. the act of giving information

communicative /ka'mjuinikativ/
adjective 1. relating to communication or
to systemsfor communication 2. (in foreign
language teaching) stressing the impor-
tance of language as a tool for communi-
cating information and ideas

communiqué /ka'mjuiniker/ noun an
official announcement, especiadly to the
press or public

comp /komp/ abbreviation 1. compositor
2. comprehensive layout

compact disc interactive
/. kompaekt disk ,imtor'aktrv/ noun full
form of CD-I

compact disc —read only memory
/ kompaekt ,disk rizd ,ounli 'mem(a)ri/
noun full form of CD-ROM

compact disc write once/ kompakt
disk rart 'wans/ noun full form of CD-
WO

compact video disc /kompakt
'vidiau ,disk/ noun a compact disc that
plays both sound and pictures
companies’ register /kampaniz
'redzista/ noun a list of companies,
showing their directors and registered
addresses. Also called register of compa-
nies

companion /kom'panjon/ noun a
guide or handbook on a particul ar subject
companionship /kom'panjan/ip/
noun a group of compositors working
together on the same job

company law /kamp(a)ni 'lo:/ noun
laws which refer to the way companies
work

compatibility /kom,peti'biliti/ noun

(of two devices or programs) the ability to

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

compatible /kom'petib(e)l/ adjective

working well together

compendious /kam'pendios/ adjective
containing a wide range of information in
aconcise form

compendium /kom'pendiom/ noun a
book in which two or more previously
published books are brought together

compensating guard
/'kbmponsertiy ga:d/ noun same as
guard

compensating roller /'/kpmpansertin
,;roula/ noun a roller in a web-fed press
which compensates for the uneven tension
in the reel of paper. » jockey roller

competence /'’kompit(a)ns/ noun
knowledge of a language that enables
somebody to speak and understand it
competing /kom'piitip/ adjective in
competition with somebody or something
else

competing firms /kom'piitip f3:mz/
plural noun firms which are in competition
with each other

competition /, kompa'tif(e)n/noun 1. a
situation where two or more companies
with similar products try to persuade
people to buy theirs 2. an informal test of
skill or ability o The children’slibrary ran
a competition to see who read the most
books during the school holiday. o the
competition companies which are trying
to compete with your product
competitive /kom'petitiv/ adjective
offered at the same low or cheaper price
than similar goods

competitively priced /kom,petitivli
'praist/ adjective sold at alow price which
competes with that of similar products
from other companies

competitive pricing /kom,petitiv
'praisip/ noun the practice of putting alow
price on a product so that it competes with
similar products from other companies



computer

compilation /kompr'lerf(s)n/ noun a
work produced by combining materia
from other books or documents

compile /kom'pail/ verb to put together
different pieces of information in order to
make them into one document

compiler /kom'paila/ noun a person
who collects and edits material taken from
various sources for publication as a new
work

complementary colours
/ kompliment(o)ri 'kaloz/ plural noun
two colours that when optically combined
produce white

completion /kom'pli:f(s)n/ noun the
point at which something is finished
completion date /kom'plizf(o)n dert/
noun the date by which something must be
finished

complimentary /kompli'ment(a)ri/
adjective free or given as a present o The
author got three complimentary copies of
his book. o He asked for a complimentary
copy to be sent to hisfather.
compliments slip /'’komplimants
slip/ noun a piece of paper with the name
of the company printed on it, sent with a
book, document or gift instead of aletter
comp list /'’komp list/ noun a list of
people who receive complimentary copies
compose /kom'pouz/ verb 1. to create a
musical or literary work 2. to put text into
type ready for printing, using any method,
such as hot metal setting or photocomposi-
tion

composing frame /kom'pouziy
frerm/ noun a compositor’s storage unit,
with cases for different types
composing machine /kom'pouziy
my, [irn/ noun a machine which sets type
automatically in hot metal, from instruc-
tions given on a paper tape, punched by the
compositor using a keyboard
composing room /kom'pouzipy rurm/
noun the section of a printer's works or of
a newspaper where the text is typeset and
made up into pages

composing stick /kom'pouzig stik/
noun a narrow metal holder in which the
compositor places the pieces of type as he
or she sets each line

composite  artwork /'’kompozit
,a:twa:ik/ noun artwork which includes
various elements such as text, haftones
and sketch maps

composite block /'’kompozit blok/
noun a printing block with halftones and
line blocks or parts of different blocks
composite separations /kompozit
,sepa'rerf(a)nz/ plural noun a digita file
of the separations of a piece of artwork, all
of which are stored together. Compare
preseparated files

composition /kompo'zif(s)n/ noun
the way that the parts of something are put
together

composition costs /kompa'zif(o)n
kpsts/ plural noun the cost of typesetting
a book

composition size /kompa'zif(s)n
saiz/ noun a printing type size which can
be set by machine, as opposed to display
sizes

compositor /kom'pozita/ noun 1. a
person who sets up the required type prior
to printing, either by hand using metal type
or by keyboarding (NoTE: The US term is
typographer.) 2. US a person who makes
corrections to metal type or who sets tech-
nical material. Abbr comp
comprehensive / kompr1'hensiv/
adjective covering al the possible aspects
of asubject

comprehensive layout /kompri
'hensiv Jleraot/, comprehensive
/. komprr'hensiv/ noun US finished

artwork such as graphics, photographs or
illustrations, used as part of a printed
output. Abbr comp (NoTE: The UK term is
visual.)
compression /kom'pref(a)n/ noun the
process of reducing the size of a computer
file by encoding the datain amore efficient
form
compression ratio /kom'pref(o)n
reifiouv/ noun the ratio of the size of an
original, uncompressed file to the final,
compressed file that has been more effi-
ciently encoded
comptometer /kpmp'tpmits/ noun a
machine which counts automatically
compulsory /kam'palsari/ adjective
forced or ordered
compulsory liquidation  /kom
palsari ltkwr'derf(a)n/ noun liquidation
which is ordered by a court
computer /kom'pju:ta/ noun an elec-
tronic machine that processes data very
quickly using a stored program

COMMENT: Computers are now used in all

stages of book and magazine production.
The original text is keyboarded (often by an
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author or journalist); a sub-editor may code
it for typesetting, and it is passed via disk, a
network or an ftp site to a typesetting
computer. The typesetting computer has
been programmed to recognise certain
codes and output text in certain typefaces,
point sizes, formats, etc., according to the

codes inserted by the editors or
compositors. Finally, the printing process
itself is computerised, with inbuilt

computers in the printing and binding

machines programmed to accept printing

instructions.
computer-aided design  /kam
,pjurtor ,erdid dr'zamn/ noun the use of a
computer and graphics terminal to help a
designer in his or her work. Abbr CAD
computer-assisted composition
/kom,pjurtor 9,sistid  kompa'zif(o)n/
noun composition using digitally recorded
text, which generates characters and auto-
matically inserts spaces, aswell ashyphen-
ating, justifying and paginating
computer-assisted design /kom
pjurtor 9,sistid di'zain/ noun same as
computer-aided design
computer department /kom'pju:to
dr,paitmont/ noun a department in a
company which manages the company’s
computers
computer error /kem,pjuitar ‘era/
noun a mistake made by a computer
computer file /kom'pju:to fail/ noun a
block of information saved on a computer,
with its own name
computer-generated  /kom,pjuito
'dzenoarertid/ adjective produced using a
computer o The book is illustrated with
computer-generated graphics.
computer hardware /kom,pjuito
'ha:dwea/ noun machines used in data
processing, including the computers,
keyboards, monitors and printers, but not
the programs
computer indexing /kom,pju:tor
'indeksig/ noun automated methods of
producing indexes
computerised /kom'pju:torarzd/,
computerized adjective changed from a
manual system to an automated system o a
computerised invoicing system o The book
was set using computerised typesetting.
computer language /kom'pju:to
Jleengwids/ noun a language made up of
numbers and characters used to give
instructions to a computer

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

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

computer listing /kom,pju:ts 'listin/
noun aprintout of alist of itemstaken from
data stored in a computer
computer-literate /kom,pju:td
"It (9)rat/ adjective having a good under-
standing and experience of working with
computers

computer magazine /kom'pjuito
maega,zin/ noun a magazine with articles
on computers and programs

computer network /kom'pjuito
,netw3a:k/ noun shared use of a series of
interconnected computers, peripherals and
terminals

computer program /kom'pjuito
,prougreem/ noun instructions to a
computer, telling it to do a particular piece
of work

computer programmer /kam,pju:to
'prougremos/ noun a person who writes
computer programs

computer  programming /kom
pjuita 'prougremin/ noun the job of
writing programs for computers
computer services /kom,pjuito
's31visiz/ plural noun 1. support services
for computer users 2. work done on a
computer for clients by experts
computer setting /ko'mpju:to ,setiy/
noun typesetting using a computerised
typesetting machine

computer stationery /kom,pjuito
'sterf(a)n(a)ri/ noun paper specialy made
for usein a computer printer

computer system  /kom'pju:to
,sistam/ noun a set of programs and
commands which run a computer
computer tape /kam'pju:ta terp/ noun
amagnetic tape used in computers
computer terminal /kom'pjuito
,t3:min(a)l/ noun a keyboard and screen
by which information can be put into a
computer or called up from a database o a
computer system consisting of a micro-
processor and six terminals

computer time /kom'pjuito tarm/
noun the time when a computer is being
used, paid for at an hourly rate
computer to plate /kom,pjuito to
'pleit/ noun a system by which the
publisher supplies the printer with text on
disk, usually in PostScript format, and the
printer outputs it direct to plate, without



conflict of interest

going through the CRC and film stages.
Abbr CTP

computer typesetting /kom'pjuito
'tarpsetin/ noun typesetting which isdone
automatically by a computer, using
instructions keyed on disk or tape
computing /kom'pjuitig/ noun the
activity of using computers or computer
software

concertina fold /konsa'tizno fould/
noun same as accordion fold

conciliation /kan,sili'erf(a)n/ noun the
act of bringing together the parties in a
dispute so that the dispute can be settled
concise /kon'sais/ adjective using as
few words as possible to give the necessary
information

conclude /kon'klu:d/ verb to complete
something successfully o We have
concluded a distribution agreement with a
German distributor.

concordance /kan'ko:d(a)ns/ noun an
alphabetical index of al the words in a
document o a concordance to the Bible o a
Shakespeare concordance

‘Logos Bible Software, for example,
licenses 50 Bible trandations and 5,000
reference works, such as commentaries
and concordances, that the company
bundles into quickly searchable
electronic libraries.” [The Boston Globe]

condense /kon'dens/ verb to make
something shorter, e.g. to make text take up
less space o The printer was asked to
condense the text to 96 pages. o The book
is a condensed version of the novel.
condensed /kon'denst/ adjective, noun
typeface with narrower characters than
normal, taking less room on the line o The
headwords are set in bold Univers
condensed.

condition /kan'dif(a)n/ noun something
that must happen before something else is
possible o on condition that provided that
o They were granted the lease on condition
that they paid the legal costs. m verb to
prepare paper for printing by exposing it to
the temperature and humidity levelsin the
pressroom

conditional /kon'dif(a)n(a)l/ adjective
provided that particular things take place o
He made a conditional offer.

conditions of employment /kon
,dif(a)nz av im'ploimant/, conditions of
service plural noun the terms of a contract
of employment

conditions of sale /kon,dif(s)nz ov
'se1l/ noun the agreed waysin which asale
takes place, such as discounts and credit
terms

conduct /kon'dakt/ verb to carry some-
thing out o They had to conduct the conver-
sation in Russian. o The chairman
conducted the negotiations very efficiently.
confectioners, tobacconists and
newsagents full form of CTN
conferencing /'konf(o)ronsig/ noun
the holding of a conference, meeting or
discussion in which the participants are
linked by telephone, by telephone and
video equipment or by computer
confidence /'konfrd(e)ns/ noun the
state of being able to trust or feel sure
about somebody or something o The sales
teams do not have much confidencein their
manager. o His confidence that the book
would sell well was justified.

confident /'konfid(e)nt/  adjective
certain or sure o | am confident the turn-
over will increase rapidly. o Are you confi-
dent the sales team is capable of handling
this product?

confidential /konfr'denfol/ adjective
intended to be kept secret o As this infor-
mation is confidential you must not give it
to anyone else.

confidentiality / konfrdeni'elrti/
noun the fact of being secret o He broke
confidentiality by telling a rival firm about
the plans.

confirm /kon'faim/ verb to state that
something is definite or true
confirmation /,konfo'merfon/ noun 1.
the act of checking that something is defi-
nite 2. something which confirms the truth
of something o He received confirmation
from the bank that the cheque had been
cleared.

confiscate /'konfiskert/ verb to remove
private property as a punishment o The
police are allowed to confiscate porno-
graphic material.

conflate /kon'flert/ verb 1. to bring
several pieces of text together to form one
piece 2. US to bring together various parts
of abook, such as text pages, colour illus-
trations or insert maps, before the book is
bound (NoTE: The UK term is collate.)
conflict of interest /konflikt ov
'Intrast/ noun asituation where somebody
may profit personally from decisions
which they take in their official capacity



conglomerate

conglomerate /kon'glomorat/ noun a
group of subsidiary companies which are
linked together, but make very different
types of products o The design studio is
part of a large printing conglomerate.
conifer /'konifa/ noun atree growing in
temperate regions which grows fast and
produces the softwood which is exten-
sively used in papermaking

conjecture /kan'dzektfo/ noun a
conclusion, judgment or statement based
on incomplete or inconclusive information
connect /ka'nekt/ verb to join two
things together

connected dots /ko,nektid 'dots/
plural noun ablock of halftone dots, which
are joined together

connection /ka'nekfon/ noun some-
thing that joins or links two or more things
o There is no connection between us and
the American company of the same name.
o Both the authors are published by the
same company; that is the only connection
between them.

connections /ka'nek[(o)nz/ plural
noun customers, contacts or other people
you know o He has useful connections in
the printing industry.

connectivity /konek'tiviti/ noun the
ability to communicate with another
system or piece of hardware or software, or
with an Internet site

connect time /ka'nekt taim/ noun the
period of time a user is logged on to a
remote computer, e.g. when browsing the
Internet

consideration /kon,sida're1f(a)n/
noun 1. serious thought o We are giving
consideration to moving the head office to
Scotland. 2. something  valuable
exchanged as part of a contract

consign /kon'sain/ verb o to consign
goods to someone to send goods to some-
body for them to use or to sell for you
consignation /konsar'nerf(e)n/ noun
an act of consigning goods

consignee /konsar'niz/ noun some-
body who receives goods for their own use
or to sell for the sender

consignment /kon'sainmant/ noun the
delivery of goods o books sent on
consignment books sent overseas, where
they will be kept by another company to be
sold on the publisher's behalf for a
commission. The consignee will send back
saes reports and sales revenue, less

commission, to the consignor at regular
intervals.
COMMENT: On consignment deals are
rarely favoured by accounting staff: it is
difficult to establish whether a sale has
been made, and the stock may have to be
considered as if it were unsold warehouse
stock. Ownership of the stock can prove
difficult to establish in the case where the
consignee goes into liquidation or is taken
over (especially if, as usual, the consignee
is in another country, operating under
another legal system), and counting stock
for valuation purposes is impossible.
consignment note /kon'sainmont
naut/ noun a note saying that goods have
been sent
consignor /ken'sama/ noun a person
who consigns goods to somebody
consistency /kon'sistonsi/ noun 1.
being reliably always the same o A house
style is designed to impose consistency on
all the publisher’slist. 2. the state of being
liquid or solid, especially the percentage of
fibre in paper pulp o The consistency of the
pulp will depend on the amount of water
added.
consolidate /kon'solidert/ verb 1. to
put the accounts of severa subsidiary
companies into the accounts of the main
group 2. to group goods together for ship-
ping
consolidated accounts /kon
,solidertid o'kaonts/ plural noun the
accounts of subsidiary companies grouped
together into the accounts of the parent
company
consolidated shipment  /kon
,splidertid 'fipmont/ noun goods from
different companies grouped together into
asingle shipment
consolidation /kan,solr'derf(a)n/
noun grouping goods together for shipping
consortium /kon'soitiom/ noun a
group of companies or organisations
working together for acommon purpose
constat abbreviation continuous
stationery
consultancy /ken'saltonsi/ noun the
act of giving specialist advice o a consul-
tancy firm o He offers a consultancy
service.
consultant /kon'saltont/ noun an
expert who gives advice in a professional
field
consumable /kon'sju:mab(a)l/ noun
material such as paper or ink which is used
up in aprocess



continuation

consumable textbook /kan
'sjurmab(a)l 'tekstbuk/ noun a school
book with blank spaces in which the
student writes notes or answers, and which
cannot be reused by another student
consumer panel  /kon'sjurmo
,pen(a)l/ noun agroup of consumers who
report on goods they have used so that the
manufacturer can improve the goods, or
use the consumers' reportsin advertising
consumer protection /kon,sjurmo
pra'tekfan/ noun the act of protecting
consumers against unfair or illegal traders
cont. abbreviation PuBL contents
contact /'kontekt/ noun the act of
touching something m verb to touch some-
thing o The print is made when the film
contacts the paper.

contact negative /'kontakt 'negoativ/
noun a film that can be used to produce a
print without any reduction or enlargement
contact print /'kontakt print/ noun a
print made where the paper touches the
negative, and which istherefore exactly the
same size as the negative

contact printing /'kontekt 'printip/
noun a photographic printing process in
which the negative touches the light-sensi-
tive paper

contact screen /['kontaekt skriin/
noun atype of screen used for making half-
tone blocks, where the screen touches the
film

container /kon'temna/ noun 1. a box,
bottle or can which can hold goods o The
gas is shipped in strong metal containers.
o The container burst during shipping. 2. a
very large metal case of a standard size for
loading and transporting goods on trucks,
trains and ships o container ship o
container terminal o to ship goods in
containers

container board /kon'temo bo:d/
noun strong cardboard used to make boxes
containerisation /kon, temoarar
'ze1f(a)n/, containerization noun putting
goods into containers, or shipping in
containers

containerise /kon'temoraiz/, contain-
erize verb to put goods into containers, or
to ship goods in containers

content /'kontent/ noun information
made available by an electronic medium or
product

content management /'kontent
;me&nid3zmant/ noun the management of

the textual and graphica materia
contained on awebsite

‘“While organisations are building more
elaborate content management systems,
they are failing to address the need to
harness and share knowledge in
meaningful ways. The information [in
thesg] is just the thin end of alarge and
largely unmanageable wedge. Therest of
the wedge comprises human interaction
like face-to-face conversations, online
discussion groups, weblogs, telephone
cals, instant messages, emails and so
on.” [Information World Review]

content provider /'kontent pro
,varda/ noun a website containing mainly
news or information rather than commer-
cial facilities such as shopping or banking,
or abusiness supplying theinformation for
such awebsite

contents /'kontents/ plural noun 1. the
subject matter of a document or publica-
tion 2. alist at the front of a publication
that gives the title and number of the first
page of each new chapter or part
contents list /'’kontents list/ noun alist
of the main chapters in a book, given
usually at the beginning. Also called list of
contents

contents page /'kontents perd3/ noun
a page at the beginning of a document
listing the thingsin it

content  syndication /'kontent
,sindikerf(a)n/ noun the act of making
content available to be accessed and repro-
duced by subscribers

context /'kontekst/ noun 1. a back-
ground situation to an event which helpsit
to be understood o out of context seen as
an individual item not related to its back-
ground o how a word is used in context
how it goes together with other words and
phrases to form a sentence 2. additiona
information about a product that is consid-
ered to be helpful to customers and is
shown on a website. For example, reviews
by other customers displayed on the site
for a particular book.

continual  /kon'tinjusal/  adjective
happening again and again o Production
was slow because of continual breakdowns
in the paper feed.

continually /ken'tinjusli/ adverb again
and again o The photocopier is continually
breaking down.

continuation /kon,tmju'erf(2)n/ noun
the act of continuing



continuation page

continuation page /kon,tmju'erf(o)n
peid3/ noun a page or screen of text that
follows on from amain page

continue /kon'tmju:/ verb to go on
doing something or to do something which
you were doing earlier o The serial will be
continued in our next issue. o Thearticleis
continued on page 98. o Printing will
continue all night.

continuity book club /kontr'nju:iti
buk klab/ noun US a book club in which
books are sent to members automatically,
leaving the member free to return the book
if he or she does not want to buy it
continuity set/kont1'nju:iti set/ noun
aseries of volumes of areferencetitle such
as an encyclopedia, which are updated and
expanded by regular new publications
continuous /kan'tinjuas/ adjective
with no end or with no breaks
continuous feed /kon,tmjuos 'fizd/
noun a device which feeds continuous
stationery into a computer printer
continuous sections /kon,tinjuos
'sek[(a)nz/ plural noun an arrangement of
sections of a book where each follows on
from the next, as opposed to insetted
sections

continuous stationery /kon,tijuos
'sterf(e)n(a)ri/ noun paper made asalong
sheet used in computer printers. Abbr
constat

continuous text /kon'tinjuas tekst/
noun written matter which continues
without any break for illustrations, charts,
etc.

continuous tone /kon'tmjuas toun/
noun an image such as a watercolour
painting, where the tone shades between
dark and light without being broken up into
dots, as opposed to halftones and line
drawings

contone /'’kontoun/ abbreviation contin-
uous tone

contract /kon'trakt/ noun 1. a written
legal agreement o The contract is binding
on both parties. 2. o to put work out to
contract to decide that work should be
done by another company on a contract,
rather than employing members of staff to
do it m verb to agree to do some work by
contract o to contract to supply 10,000
copies at 0.65p per copy o to contract out
of an agreement to withdraw from an
agreement with the written permission of
the other party

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

contracting  party /kon,trektip

'pa:ti/ noun a person or company which

signs a contract

contract law /'’kontrakt Io:/ noun laws

relating to agreements

contract of employment / kontrakt
ov 1m'ploimant/ noun a contract between
management and employee showing the
conditions under which the employee
works

contractor /kon'trekta/ noun a person
or company which does work according to
awritten agreement

contract proof /'’kontrekt pru:f/ noun
a colour, hardcopy representation of the
intended printed image made from the
films from which the fina image carrier
will be made

contractual /kon'trakt[ual/ adjective
according to a contract o She is under no
contractual obligation to buy. o to fulfil
your contractual obligations to do what
you have agreed to do in a contract
contractual liability /kon,traektfual
Jlara'biliti/ noun alegal responsibility for
something as stated in a contract
contractually /kon'treektjusli/ adverb
according to a contract o The company is
contractually bound to pay his expenses.
contract work /'kontraekt wa:k/ noun
work done according to a written agree-
ment

contrary /'kontrari/ noun 1. the opposite
2. materia such as pitch found in paper,
which should not be there

contrast /'kontra:st/ noun a big differ-
ence between two things which is clear
when they are compared

contrasting /kon'tra:stiy/ adjective
showing sharp differences o a cover design
in contrasting colours

contrasty /'kontra:sti/ adjective having
too much contrast

contribute /kon'tribju:t/ verb to
provide part of awhole o to contribute an



co-operative advertising

article to a magazine o to contribute
money to help pay for something

contributed content website /kon
tribjuitd kontent 'websart/ noun a
website that allows visitors to add their
contributions to its content, e.g., to write
reviews of booksthat are advertised on the
site

contribution /kontrr'bju:f(s)n/ noun
a piece of material that forms part of a
publication or broadcast

contributor /kon'tribjuto/ noun a
person who contributes to a publication
such as a newspaper or anthology

control /kon'troul/ noun the power or
authority to make decisions about how
something is managed m verb to organise
something so that it works the way you
want it to

control group /kon'troul gru:p/ noun a
small group which is used to check a
sample group

control key /kan'troul ki:/ noun a key
on a computer which works part of a
program

controlled circulation magazine
/kan,trould s3:kjulerf(s)n ,maega'ziin/
noun a magazine which is not sold, but
given free to a special list of readers

controller /kan'troula/ noun 1. aperson
who controls something, especialy the
finances of a company 2. US the chief
accountant in a company

control strip /ken'troul strip/ noun a
colour control bar which is printed on the
edge of colour proofs

control systems /kon'troul ,sistomz/
plural noun systems used to check that a
computer system isworking correctly

control target /kon'troul 'ta:git/ noun
an image that contains specific elements
designed to highlight variations in repro or
printing
convention /kon'venfon/ noun 1. a
large meeting of an organisation or polit-
ical group 2. an international agreement. »
Berne Convention, Universal Copyright
Convention
COMMENT: Both the Berne Convention and
the UCC were drawn up to try to protect
copyright from pirates; under the Berne
Convention, published material remains in
copyright until 50 years after the death of
the author and for 25 years after publication
under the UCC. In both cases, a work which
is copyrighted in one country is
automatically covered by the copyright

legislation of all countries signing the
convention.

conversion /kon'va:f(d)n/ noun a
change from one computer system to
another

conversion  price /kon'vs:f(e)n
prais/, conversion rate /kon'v3:if(a)n
rert/ noun the rate at which a currency is
changed into aforeign currency
conversion table /kon'va:if(o)n
tetb(d)l/ noun a table for converting
prices in a foreign currency to those of a
local currency, used by some countries to
regulate the retail price of imported books
convert /kan'va:t/ verb to change money
of one country for money of another o We
converted our pounds into Swiss francs.
convertibility /kon,va:ito'biloti/ noun
the ability of a currency to be exchanged
easily for another

convertible currency /kan,vs:tab(a)l
'karansi/ noun a currency that can be
exchanged for another easily

converting /kon'va:tig/ noun the use of
paper or board to make stationery or pack-
aging, with very little printing involved
cookery book /'kuk(a)ri buk/, cook-
book /'kukbuk/ noun a book that gives
recipes for preparing food (NoTE: Cook-
book is always used in the US, and the
term is becoming much more common in
GB English.)

cookie /'kuki/ noun a computer file
containing information about a user that is
sent to the central computer with each
request. The server usesthisinformation to
customise data sent back to the user and to
log the user’s requests.

co-operate / koau 'pparert/ verb to work
together o The governments are co-oper-
ating in the fight against piracy. o The two
firms have co-operated on the computer
project.

co-operation /kou ,ppa'rerf(a)n/ noun
the act of working together o Without the
co-operation of the workforce the project
would never have been completed ahead of
schedule.

co-operative /kou 'pp(e)rativ/ adjec-
tive willing to work together o The work-
force has not been co-operative over the
management’s productivity plan.
co-operative  advertising /kou
.op(a)rativ 'edvataizin/ noun adver-
tising where two companies share the
costs, such as advertising by an agent and
the publisher



coordinate

coordinate noun /kau'ordmat/ a value
from an axis on a graph, used to locate a
specific point m verb /kou'ordinert/ to
combine different items so that they work
well together o Sheistrying to co-ordinate
the typesetting, printing and binding in
various locations.

copier /'kopis/ noun same as photo-
copier

copper /'kopa/ noun ared metal used for
halftone blocks and in engravings

copperplate /'kopoplert/ noun 1. a
plate of copper, used to make engravings 2.
a type of handwriting or script with long
ascenders and descenders sloping to the
right, used in the 18th century in Britain,
and taught as a model in schools
copperplate printing /'kopaplert
,printig/ noun aprinting method that uses
a copper plate on which the image is
etched, producing a very sharp image
coproduction I'kaupra,dakf(a)n/
noun production of a large book or TV
show where more than one company
shares in the cost

coproperty /kau'propati/ noun owner-
ship of property by two or more people
together

coproprietor /,kaupra'prarata/ noun a
person who owns a property with another
person or severa other people

copublication  /koau,pabli'kerf(a)n/
noun the act of copublishing a book. » co-
edition

copublish /kou'pablif/ verb to publisha
book, together with one or more other
companieswho areinvolved in the origina-
tion of the book, and then sell it in different
markets o We are copublishing the book
with a Swedish publisher.

copublisher /kou'pablifo/ noun a
publisher who joins with another to
publish a book

copy /'kopi/ noun 1. something that is
made to look exactly the same as the orig-
inal 2. the text of a manuscript or adver-
tising material o copy for the cover Same
as cover copy m verb to make something
look exactly the same as the original

copy block /'kopi blok/ noun ablock of
text which isdealt with asasingle part of a
design

copy board /'kopi bo:d/ noun the part
of a camera on which copy is fixed to be
photographed

copy date /'kopi dert/ noun the date
when copy for an article or advertisement
has to be delivered to the newspaper or
magazine publisher

copyedit /'kopi,edrt/ verb to do prepara-
tion work to a piece of copy before it is
published

copy editing /'kopi ,editig/ noun prep-
aration work by an editor in a publishing
company, such as correcting errors,
changing the text to fit house style and
marking up the typesetting style, to make a
manuscript ready for typesetting

copy editor /'kopi ,edito/ noun aperson
whose job is to check material ready for
printing for accuracy and consistency of
typeface, punctuation and layout

copy fitting /'kopi fitm/ noun the
process of deciding on the size of type
which will be needed to fit a text into a
particular fixed space

copy-fitting table /kopi frtip
,terb(a)l/ noun a table showing the space
taken by charactersin a particular typeface
and point size, used for casting off

copy holder /'kopi ,houvlds/ noun 1. a
person who reads out the original text
while aproofreader correctsthe proofs2. a
stand next to a computer, on which the
keyboarder puts the copy to be keyboarded
copy in / kopi 'm/ verb to send a copy to
somebody, especially a copy of aletter or
other document

copying /'kopimg/ noun the act of
making copies o Limited copying from a
book is allowed for private reference
purposes. o The company discovered cases
of unauthorised copying of copyright
material.

copy preparation /'kppi
,prepareif(d)n/ noun the process of
marking up copy for the printer

copy protect / kopi pra'tekt/ noun a
switch used to prevent copies of a disk
being made

copy protection /'kopi pra,tekfon/
noun a means of preventing unauthorised
duplication of computer software

copy reader /'kopi ritdo/ noun a
person who checks copy before printing
copyright /'kopirart/ noun the legal
right, which the creator of an original work
has, to only allow copying of the work with
permission and sometimes on payment of
royalties or a copyright fee o work which
isout of copyright work by a writer who



corner marks

has been dead for fifty yearso work still in
copyright, which iscovered by copyright
work by aliving writer, or by awriter who
has not been dead for fifty years m verb to
confirm the copyright of awritten work by
inserting a copyright notice and publishing
the work o The book was copyrighted in
the UK m adjective covered by the laws of
copyright o It is illegal to photocopy a
copyright work.

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

Copyright Act /'kppirait &kt/ noun an
Act of Parliament making copyright legal,
and controlling the copying of copyright
material

copyright deposit/ kopirait di'pozit/
noun the deposit of a copy of a published
work in a copyright library, usually the
main national library, which is part of the
formal copyrighting of published materia

copyright fee /'kopirait fi:/ noun
money paid to the holder of a copyright for
permission to use their work

copyright holder /'kopirart ,houldo/
noun a person or company who holds the

copyright in a published work. Also called
copyright owner

copyright infringement /'kopirart in
[frindzmont/ noun the act of illegally
copying or using awork that is covered by
copyright law. Also called infringement
of copyright

copyright law /'kopirart Io:/ noun alaw
which protects the rights to copyright
copyright lawyer /'kopirait lo:jo/
noun a person who specialises in the law
concerning copyright

copyright legislation /'kopirait
Jledzislerf(a)n/ noun laws concerning
copyright

copyright licence /'kppirart
Jars(d)ns/ noun officia permission to
produce, copy and sell works that are
protected by copyright law

copyright notice /'kopirait ,nautis/
noun a note in a book showing who owns
the copyright and the date of ownership,
printed on the verso of thetitle page
copyright owner /'kopirait ,ouns/
noun same as copyright holder

copy typing /'kopi ,taipig/ noun the
typing of documents from handwritten
originals, not from dictation

copywriter /'kopiraita/ noun a person
who writes the text for advertisements
copywriting /'kopi,rartiy/ noun the
writing of copy for advertisements
CORA /'korral noun the computer type-
setting language used by Linotype. Full
form computer orientated reproducer
assembly

cords /ko:dz/ plural noun pieces of hemp
string running across the back of abook, to
which the signatures are sewn before the
caseis attached

core stock /ko: 'stok/ noun same as
basic stock

corner /'koina/ verb to gain control of a
particular market m noun 1. a place where
two sides join o The carton has to have
specially strong corners. 2. a point where
the sides of a page or cover of a book meet
o In a half bound book, the spine and
corners are covered in a different material
fromthe sides, often leather.

corner marks /'komno ma:ks/ plural
noun marks on a piece of artwork or on
colour separations, showing where the
corners of the printed page fall, so as to
help justification or colour register



corner-rounding machine

corner-rounding machine /'koina
,raundig mo,[itn/ noun a machine that
rounds the corners of a sewn and gathered
book beforeit is bound

corona /ka'roauna/ noun an electrica
discharge that is used to charge the toner
within alaser printer

corona wire /ka'rouna ,ward/ noun a
thin wire that charges the powdered toner
particles in a laser printer as they pass
across it o If your printouts are smudged,
you may have to clean the corona wire.
corporate [/'koip(e)rot/ adjective 1.
owned by one or more large businesses 2.
shared by all the members of an organisa-
tion

corporate image /,ko:p(e)rot 'tmid3/
noun the way in which a company would
like the public to think of them

corporate plan /ko:p(e)rot 'plan/
noun aplan for the future work of awhole
company

corporate planning /koip(o)rat
'pleenin/ noun the task of planning the
future work of awhole company

corporate profits  /koip(o)rot
'profits/ plural noun the profits of a corpo-
ration

corporation /korpa'rerf(o)n/ noun a
large company or business

corporation tax /ko:pa'rerf(o)n
teks/ noun a tax on profits made by
companies

correct /ka'rekt/ adjective accurate and
without mistakes m verb to mark mistakes
so that they can be put right

correction /ka'rek[(o)n/ noun a change
which makes something correct o He made
some corrections to the text of the preface.
o Corrections are charged to the author.
COMMENT:  Corrections are  usually
indicated in different coloured inks, to show
who is responsible for the alteration:
author's and publisher's corrections are
marked in blue; printer’s errors are marked
by the publisher in red; printer’s corrections
are marked by the printer in green.
correction marks  /ka'rek[(e)n
ma:ks/, correction signs plural noun
signs used to indicate corrections, used by
editors and typesetters
correction overlay /ka'rek[(o)n
,uvaler/ noun afilm on which corrections
can be made to artwork

correspondence  /kori'spondons/
noun letters sent and received

correspondence column /Xkori
'spondans ,kolam/ noun the letters page
of a newspaper, where letters from readers
to the editor are printed

correspondent /,kori'spondant/ noun
1. somebody who writes letters 2. atelevi-
sion or newspaper reporter on a specialist
subject or in aparticular area

corrigenda /,kor1'genda/ plural noun a
list of corrections printed in a book

corrigenda slip /kori'gends slip/
noun a list of corrections of errors in a
printed book, printed on a separate slip of
paper and inserted in the bound book

corrigendum /,korr'gendom/ noun an
error to be corrected (NoTE: The plural is
corrigenda.)

corrugated /'korogertid/ adjective

made with narrow folds on the surface o

The books are packed in corrugated board.
COMMENT: Corrugated paper is formed of
several layers of paper which are folded
concertina-fashion, in very small folds. If
layers of corrugated paper are sandwiched
between boards, the result is corrugated
board.

corrupt /ko'rapt/ adjective 1. acting

dishonestly orillegally 2. containing errors

o corrupt computer data

cost /kost/ noun the amount of money
needed to buy, do or make something o to
sell at cost to sell at a price which is the
same as the cost of manufacture or the
wholesale cost m verb 1. to have a price o
How much does the machine cost? o This
book costs £20 in hardback. 2. o to cost a
product to calculate how much money
will be needed to make a product, and so
work out its selling price

cost, insurance and freight noun an
estimate of aprice, which includes the cost
of the goods, the insurance and the trans-
port charges. Abbr c.i.f.

cost accounting /'kost 9okauntiy/
noun preparation of special accounts of
manufacturing and sales costs

cost analysis /'kost o,nelosis/ noun
examination in advance of the costs of a
new product

cost centre /'kost ,senta/ noun agroup
or machine whose costs can be itemised
and to which fixed costs can be allocated

cost-cutting /'kost katiy/ adjective
reducing costs o We cancelled the order for
a new photocopier as a cost-cutting exer-
cise.
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coupon ad

cost-effective/ kosti 'fektiv/ adjective
saving money in comparison with the
amount of time or money spent
cost-effectiveness / kpst I
'fektrvnas/ noun the quality of being cost-
effective o Can we cal culate the cost-effec-
tiveness of air freight compared with ship-
ping by sea?

costing /'kostiy/ noun a calculation of
the manufacturing costs, the marketing and
distribution costs, and aso the royalty,
which alows the publisher to set the
selling price of a book o The costings give
us a retail price of $2.95. o e cannot do
the costing until we have details of all the
manufacturing costs.

cost-of-living index /kost ov 'livip
,indeks/ noun away of measuring the cost
of living, shown as a percentage increase
on the figure for the previous year

cost of sales / kost ov 'se1lz/ noun all
the costs of a book sold, including manu-
facturing costs and the staff costs of the
production department, together with the
royalty due to the author

cost per click-through/ kost ps 'klik
Oru:/ noun a method of pricing online
advertising, based on the principle that the
seller gets paid whenever avisitor clickson
an advertisement

cost per thousand /kost p3:
'Bavuz(9)nd/, cost per mille noun the cost
of an advertisement, calculated as the cost
for every thousand people reached or the
cost of a thousand impressions for a
website. Abbr CPT, CTM

cost plus / kost 'plas/ noun a system of
charging, where the selling price of a
product isthe same as the price paid by the
seller, but with a percentage added o We
are charging for the editorial work on a
cost plus basis. o The agreement gives a
cost plus 25% selling price.

cost price /'kost prais/ noun a selling
price which isthe same asthe price that the
seller paid for the item, either the manufac-
turing price or the wholesale price

costs /kosts/ plural noun the expenses
involved in a court case

cost sheet /'kost [i:t/ noun asheet used
in a printing works or publisher's office
which lists all the costs incurred in a piece
of work

cotton /'koton/ noun thread and woven
materia from fibres from atropical plant

COMMENT: Cotton rag was formerly an
important source of raw material for

papermaking, and rag paper is strong and
white, and of very good quality. Because
cotton rag is less easily available and in any
case is not sufficient to meet increasing
demand for good quality paper, most paper
is now made from wood pulp.
couch /kaut [/ verb to move newly made
wet paper from the wire mesh to afelt mat
coucher /'kautfa/ noun an employee
who takes the wet paper from the vatman
and putsit onto the felt mat
couching roll /'kautfig ravl/ noun a
roll which squeezes wet paper as it leaves
the mesh
counter /'kauntoa/ noun 1. a long flat
surfacein ashop for displaying and selling
goods 2. the space inside the curved part of
a letter (the bowl), asina‘b’ or ‘p’ 3. a
device attached to a machine which counts
the number of sheets used, books
produced. etc.
counter- /kavnto/ prefix against
counterfoil /'kauntafail/ noun a dlip of
paper kept after writing a cheque, invoice
or receipt, asarecord of the deal which has
taken place
counter pack /'kauvnto pzk/ noun a
box that displays books, designed to be
placed on a bookshop counter
countersign /'’kauntasain/ verb to sign
adocument that has already been signed by
somebody else o All cheques have to be
countersigned by the finance director. o
The sales director countersigns all my
orders.
counter staff /'’kaunto sta:f/ noun sales
staff who serve behind counters
counting house /'kauntiy haus/ noun
a department in a company which deals
with cash
counting keyboard  /'kaountip
ki:bo:d/ noun akeyboard which indicates
how much space is left on a partly-
completed line
country /'kantri/ noun land which is
separate and governs itself o The contract
covers distribution in the countries of the
Common Market.
country of origin / kantri ov 'oridzin/
noun a country where a product is manu-
factured
coupon /'kuipon/ noun 1. a piece of
paper used to represent money 2. a piece of
paper which replaces an order form
coupon ad /'’ku:pon &d/ noun an adver-
tisement with a form attached, which is to
be cut out and returned to the advertiser



courier

with your name and address for further
information

courier /'koria/ noun a person who takes
parcels and letters from one place to
another m verb to send a package by courier

course /ko:s/ noun 1. a programme of
study or training, especially one that leads
to aqualification from an educational insti-
tution 2. one of several distinct units that
together form a programme of study
leading to aqualification such as a degree

course book /'ko:s buk/ noun a book
that is used by students and teachers as the
basis of acourse of study

court /ko:t/ noun the place where ajudge
listens to a case and decides which of the
parties in the argument is legally right o
The two parties reached an out-of-court
settlement.

court case /'ko:t kers/ noun a legal
action or trial

courtesy discount I'k3:tosi
.diskaunt/ noun a special discount given
by a supplier to a purchaser which is not a
discount for resale, such as a specia price
at which a publisher sells books to authors

courtesy line /'ks:tosi lam/ noun a
note under a photograph showing the name
of the photographer or the organisation
which provided the photograph for repro-
duction

cover /'’kaval/ noun 1. the outside of a
book, usually made of thicker paper or card
o The book has a leather cover. o We
publish a cheap edition in paper covers. o
The price is usually printed on the bottom
right hand corner of the inside front cover.
2. the outside of a magazine, sometimes
made of specially thick paper or art paper
o a magazine with a four-colour cover m
verb to put a cover on a book or magazine
o The book is covered in dark blue simili
leather. o The cheap edition will be paper
covered.

cover copy /'kave kopi/ noun text
which is to be printed on the cover

cover costs /kavo 'kosts/ verb to
produce enough money in sales to pay for
the costs of production o The salesrevenue
barely covers the costs of advertising or
the manufacturing costs.

cover design /'’kave di,zain/ noun a
special design for a book or magazine
cover

cover designer /'kava di,zaina/ noun
a person who designs the cover of a book
or magazine

covering letter /kavorig ‘'letol,
covering note /,kavarig 'naut/ noun a
letter or note sent with documents to say
why they are being sent

covering material /'kavoriy mo
,trorial/ noun material used to make the
cover for a book

cover paper /'kave ,peipa/, cover
stock noun board or thick paper used as
the cover for magazines or pamphlets
cover price /'kava prais/ noun theretall
price of abook

cover story /'kave ,storri/ noun a
feature article which is illustrated by the
picture on the front cover

Cpi/, CPI abbreviation characters per inch
cpl, CPL abbreviation characters per line
CpS, CPS abbreviation characters per
second

CPU abbreviation central processing unit
CQL abbreviation common query
language

CR abbreviation carriage return

craft book /'kra:ft buk/ noun a book
dealing with work done by hand such as
knitting, sewing or making models

crash /kra[/ verb 1. to come to a sudden
stop as a result of an accident 2. (of
computer systems) to stop working m noun
1. the sudden failure of a computer system
2. US super, heavy gauze used to make the
hinges for a binding

crash finish /'kre[ ,fin1f/ noun coarse-
grained paper or binding material

crate /kreit/ noun alarge wooden box m
verb to put goods into crates

crawl /kro:l/ verb to run at alow speed
crawler /'kro:la/ noun a computer
program that collects online documents
and reference links

crawling /'kro:lig/ noun the shrinking of
ink on paper or plastic, because it has not
penetrated the surface

CRC abbreviation camera-ready copy
cream /kri:m/ adjective yellowish-white
in colour

cream laid paper /'kri:m lerd ,perpa/
noun white writing paper with faint lines
running across it

cream wove paper /'kriim wauv
,perpa/ noun white paper that has been
made on awoven wire mesh



crime novel

crease /krizs/ noun 1. afold in paper or
board, made intentionally o The cover has
a crease along the spine. o The invoice
should be torn off at the crease. 2. awrong
fold in flat paper o The publisher noted
creases in the text paper. o The creasesin
the cover were caused by damp. m verb 1.
to put afold into paper or board usually by
impressing a line o The cover should be
creased at the spine. » scoring 2. to put a
wrong fold into flat paper o The inside
covers are creased and torn. o Creasing is
a common fault in very lightweight papers.
create /kri'ert/ verb to make something
new

creative printing /kri'ertiv printig/
noun using home software and equipment
to print decorative materials such as greet-
ings cards, photographs, transfers etc
credit /'kredrt/ noun 1. a system of
paying for goods some time after you have
bought them 2. acknowledgement of some-
thing positive o She gave them credit for
their good work. m verb to acknowledge
something positive

credit agency /'kredit erdzonsi/,
credit bureau /'kredrt ,bjuarou/ noun a
company that reports on the creditworthi-
ness of customers to show whether they
should be allowed credit

credit balance /'kredit ,balons/ noun
abalance in an account showing that more
money has been received than is owed
credit card /'kredit ka:d/ noun aplastic
card issued by banks to their customers
which allows them to buy goods on credit
or to borrow money

credit card sale /'kredrt ka:d ,seil/
noun an act of selling something for credit,
using a credit card

credit column /'kredit kolom/ noun
the right-hand column in accounts showing
money received

credit control /'kredit kan,traul/ noun
the process of checking that customers pay
on time and do not exceed their credit
limits

credit controller /'kredit kon,troula/
noun a person in an accounts department
who checksthat customers pay invoiceson
time

credit entry /'kredit entri/ noun an
entry on the credit side of an account
credit facility /'kredit fo,silati/ noun
an arrangement with a bank or supplier to
have credit so as to buy goods

credit limit /'kredit limit/ noun the
amount of money which is the maximum
you can borrow at onetime

credit line /'kredit lain/ noun a printed
acknowledgement of the author or source
of material that was included in a publica-
tion

credit note /'kredrt naut/ noun a note
issued by a company stating that faulty
goods may be replaced with goods to the
same value

creditor /'kredrta/ noun a person who is
owed money

creditors’ meeting /'kreditoz ,mi:tin/
noun a meeting of al people to whom a
bankrupt company owes money, to decide
how to obtain the money owed

credit rating /'kredit ,rertig/ noun the
amount that a credit agency feels a
customer should be allowed to borrow

credits /'kredits/ plural noun notes to
acknowledge the contributors to a work,
eg. the owner of a copyright or the
designer of a book

credit side /'kredit sard/ noun theright-
hand side of accounts showing money
received

creditworthiness /'kredit,w3:dinas/
noun the ability of a customer to pay for
goods bought on credit o Printers will
always want to check on the creditworthi-
ness of a new publisher placing work with
them.

creditworthy /'kreditws:di/ adjective
relating to aperson or organisation that has
agood record of paying their bills

creep /krizp/ noun 1. movement of a
cylinder blanket on the cylinder 2. a situa-
tion in which folded pages nested inside
other folded pages, as in a booklet, are
forced outwards by the bulk of the paper so
that they extend beyond the edges of the
outer pages

crépe paper /'kreip ,peipa/ noun
crinkly paper, used as packaging material
or as decoration

crime fiction /'kraim f1k(9)n/ noun a
style of fiction about imaginary crimes and
detectives

crime list /'kraim list/ noun a series of
books on crime or crime fiction o They
have a successful crime list.

crime novel /'’kraim ,nov(a)l/ noun a
novel concerning a crime, and the solving
of it



critic

critic /'krrtik/ noun a person who writes
reviews or gives opinions about books,
films, music and art

critical  /'kritik(@)l/  adjective 1.
expressing opinions about somebody or
something, especially poor ones 2. very
serious or dangerous

criticise /'kritisaiz/, criticize verb to
say that something or somebody iswrong,
poor quality or working badly o The MD
criticised the sales manager for not
improving the volume of sales. o The
design of the new catalogue has been crit-
icised. o Thebook wascriticised for sloppy
proofreading.

criticism /'krrtisiz(o)m/ noun a serious
judgment or expression of disapproval of
something

critique /krr'ti:k/ noun a critical review
or discussion of something such as a book
CR/LF abbreviation carriage return/line
feed

CRM abbreviation customer
management

crocking /'krokiy/ noun flaking of ink
after it has dried

Cromalin /'kroumolin/ a trade name for
a pre-press proofing system using colour
toners and a photosensitive substrate,
which is cheaper than wet proofs if only
one proof is needed

crop /krop/ verb 1. to cut off parts of an
illustration such as a photograph o The
photo has been cropped to remove most of
the foreground. o Cropping the photograph
makesit look asif the author was all alone
in the room. 2. to cut off too much paper
when binding o The book has been
cropped so much that the outside margin
has almost disappeared.

crop mark /'krop ma:k/ noun a printed
mark that shows the edge of a page or
image and alows it to be cut accurately
cropping /'kropin/ noun the removal of
areas of artwork or of a photograph which
are not needed o The photographs can be
edited by cropping, sizing, touching up,
etc.

relations

cross /kros/ verb to write lines across
something

crossbar /'krosba:/ noun a short line
crossing the main stem of a letter, such as
theline acrossan ‘f’

crossbars /'krosba:z/ plural noun metal
cross-pieces which divide a chase into
sections

crosscheck /'krost fek/ verb to evaluate
the results of an investigation by checking
it by an aternative method o The sub-
editor should crosscheck the page refer-
ences against the index. m noun a check
made by referring to more than one source
‘Duplicate versions get into [the]
system... Tracking al invoices,
performing cross-checks, and singling
out those most likely to represent double
payments requires constant human
surveillance.” [InformationWeek]

cross-direction /kros dar'rekfon/
noun the direction across aweb or sheet of
paper, which is at right angles to the grain

crossed cheque / krost 't fek/ noun a
chegue with two lines across it showing
that it can only be deposited at a bank and
not exchanged for cash

cross folding /'kros ,fauldin/ noun the
folding of paper against the grain

cross hatching /'kros ,heet f1/ noun a
series of lines in two directions to give
shading to aline drawing

crosshead /'krpshed/, crossheading
noun the heading of a paragraph or section
which is centred over a column, used in
magazines to break up long columns of
text

cross-index /'kros ,indeks/ verb 1. to
give a particular item one or more addi-
tional entries in an index, under different
headings, as cross-references to it 2. to
supply cross-references in something o
‘Hyde' is cross-indexed to ‘Jekyll and
Hyde'.

cross-line screen /kros lain 'skrimn/
noun a common screen for making half-
tones

cross marks /'kros ma:ks/ plural noun
little crosses at the corners of sheets or
overlays, which indicate where the
different films are to be placed to achieve
the correct register

cross off /krps 'of/ verb to remove
something from alist o You can cross him
off our mailing list.

cross out / kros 'aut/ verb to put aline
through something that has been written o
She crossed out £250 and put in £500. o
The paragraph had been crossed out by the
author and reinstated by the editor.

cross-refer / kros ri'fs:/ verb to give a
note that tells a reader of a book, index or
library catalogue to look in another speci-



curved electros

fied part or on another page of the same
work. Also called cross-reference
cross-reference /kros 'ref(a)rans/
noun afootnote in a document which tells
you that there is other relevant information
in another part of the document m verb to
make a reference to another part of the
book o The various paper sizes are cross-
referenced to the appendix.
cross-section /'kros ,sekfon/ noun a
representative sample of a group of people
or things

cross-shake /'kros feik/ noun the act
of shaking paper pulp from side to side as
it goes into the papermaking machine, thus
setting the fibresinto a particular direction
crosstalk /'krosta:k/ noun unwanted
sounds or other signals picked up by one
channel of an electronic communications
system from another channel, e.g. between
telephones or loudspeakers

crown /kraun/ noun asize of book based
on an old paper size of 15 x 20 inches or
380 x 508mm, so called because the old
paper was originally identified by a water-
mark of acrown

Crown copyright /kraon 'kopirait/
noun the copyright on British government
publications, which belongs to the
Stationery Office

crown octavo /,kraun nk'ta:vou/ noun
a size of book, formerly 7 1/2 x 5 inches,
now 186 x 123mm

crown quarto / kravn 'kwortou/ noun
asize of book, formerly 10 x 7 1/2 inches,
now 246 x 186mm

CRPU abbreviation camera-ready paste-
up

CRT abbreviation cathode ray tube
crusher panel /'krafo ,pen(a)l/ noun
an area on a book cover blocked ready for
title lettering to be blocked over it
crushing /'krafig/ noun the process of
smashing or pressing a sewn book, so asto
remove air from between the pages, before
it goes for binding

C series ['si: ,sroriiz/, C sizes plural
noun | SO standard sizes of paper for enve-
lopes. » A series, B series

CSS abbreviation cascading stylesheet
CIT abbreviation colour transparency
CTM /,si: tir 'em/ noun click through per
thousand. ¢ click-through rate

CTN /,si: tiz 'en/ plural noun small retail
shops which carry some books, especially
popular fiction, guide books and small

reference books. Full form confectioners,
tobacconists and newsagents

CTP abbreviation computer to plate
cubic measure /,kju:bik 'meza/ noun
volume in cubic feet or metres, calculated
by multiplying height, width and length
cumulative index /kjurmjulotiv
'indeks/ noun an index that is built up by
additions to al the previously published
entries at specified times

cure /kjual verb to dry inks or paper coat-
ings after printing to prevent set-off
curiosa/ kjuari'ausa/ plural noun books
or other texts dealing with unusual topics,
especially erotica

curl /ka:l/ verb to roll into a curved shape
o The paper has curled at the edges with
damp. = noun a measurement of the
amount by which paper curls in damp
conditions

current cost accounting /karont
'kost 9,kauntip/ noun a method of
accounting which notes the cost of
replacing assets at current prices, rather
than valuing assets at their original cost
current list /'karant list/ noun alist of
titles which are available at the present
time

currently /'karontli/ adverb at the
present time o We are currently preparing
the Spring Catalogue.

current price /karont 'prais/ noun
today’s price

current rate of exchange /karont
rert ov 1ks'tfeind3/ noun today’s rate of
exchange

curriculum vitae /ko,rikjulom 'virtar/
noun a brief summary of somebody’s
persona details, education and career.
Abbr CV

cursive /'ks:isiv/ noun atypeface which
issimilar to handwriting, in that each letter
flows on to the next, though without being
completely joined

cursor /'ksiso/ noun a mak on a
computer screen which can be moved
around and which indicates where
anything that is input will appear

curve /k3:v/ noun 1. a line that bends
around o The graph shows an upward
curve. 2. aslang term for digital expression
of a colour separation specification m verb
to make something bend

curved electros /ks:vd r'lektrovz/,
curved plates plural noun plates that are
curved to fit on rotary printing presses



cushion

cushion /'kuf(a)n/ noun a soft pad on
which a leatherbound book is placed for
tooling

custom /'kastom/ noun the use of ashop
by regular shoppers

custom-bound  /'kastom  baund/
adjective bound specially for a customer
custom-built /'’kastom bilt/ adjective
made specialy for one customer. Also
called custom-made

customer /'’kastoma/ noun a person
who buys a product or uses a service
customer appeal /'kastomoar o,pi:l/
noun what attracts customers to a product
customer file /'kastomo fail/ noun
details of a customer kept as arecord by a
company

customer profile /, kastomo 'proufail/
noun adescription of an average customer
for a product or service o The customer
profile shows our average buyer to be
male, aged 25-30, and employed in the
service industries.

customer relations management
/ kastomo rr'leif(o)nz ,menidzmont/
noun an approach to management that
focuses on building and maintaining long-
term relationships with customers through
theuseof, e.g., loyalty cards, special credit
cards and Internet contacts. Abbr CRM
customer service department
/ kastomo 's3ivis di,paitmant/ noun a
department in acompany which deals with
customers and their complaints and orders
customise /'kastomarz/, customize
verb to adapt something to a particular
person’s requirements

custom-made /,kastom 'meid/ adjec-
tive same as custom-built

custom publishing I'kastom
,pablif1g/ noun publishing done specially
for a customer according to their needs,
especially of educational materials
designed to suit a specific course
customs /'kastamz/ noun the govern-
ment department which organises the
collection of taxes on imports, or an office
of this department at aport or airport o The
delivery was delayed at customs.
customs broker /'kastomz ,brouko/
noun a person or company which takes
goods through customs for a shipping
company

customs clearance /'kastomz
klrarans/ noun a document given by

customs to a shipper to show that customs
duty has been paid and the goods can be
shipped

customs declaration /'kastomz
dekla,rerf(a)n/ noun a statement showing
goods being imported on which duty will
have to be paid

customs duty /'kastomz ,dju:ti/ noun
atax paid on goods brought into or taken
out of acountry

customs entry point /kastomz
‘entri point/ noun a place at a border
between two countries where goods are
declared to customs

customs formalities /'kastomz fo:
melrtiz/ plural noun declaration of goods
by the shipper and examination of them by
customs

customs officers /'’kastomz ,nf1saz/,
customs officials plural noun people
working for customs

customs tariff /'kastomz ,taerif/ noun
a list of duties to be paid on imported
goods

cut /kat/ noun 1. a sudden lowering of a
price, salary or number of jobs o big price
cutso cutsinsalaries2. an act of removing
part of atext or photograph o The author
objected to making any cuts in his text. o
We will have to make some drastic cuts if
the text is to fit into 320 pages. o The libel
lawyers have asked for cuts to be made to
chapter two. 3. US a piece of metal used
for printing an illustration (NoTE: The UK
term is block.) m verb to delete data on a
computer, often in order to insert it some-
where else

cut-and-paste /,kat on 'peist/ noun 1.
afacility of computers allowing data to be
deleted in one place and inserted in another
2. the norma way of doing a paste-up,
where the various items are carefully cut
out with ascal pel and positioned on a sheet

cutback /'katbak/ noun a reduction o
cutbacks in government spending

cut down /kat 'davn/, cut down on
verb to reduce the amount of something
used o The office is trying to cut down on
electricity consumption. o We have
installed a word processor to cut down on
paperwork.

cut edges /kat 'edziz/ plural noun the
edges of a book which have been trimmed
by a guillotine, i.e. the top, bottom and
foredges



cylinder

cut flush /kat 'flaf/ adjective used to
describe a book which has been trimmed
so that the cover does not stick out further
than the pages

cut in /,kat 'in/ verb to cut into a surface
cut-in index /kat i 'imdeks/ noun
same as step index

cut-in notes/ kat m 'nauts/ plural noun
printed notes set as a rectangular block of
text in the outer edge of a paragraph of a
page, with the main text shaped around
them

cutline /'katlain/ noun US the caption to
anillustration

cut lines /'kat lainz/ plural noun marks
showing on aproof, which are left from the
edges of film or paper patches on the orig-
inal copy

cut marks /'kat maz:ks/ plural noun US
marks on a sheet of paper, showing where
it has to be guillotined

cutoff /'’katof/ noun 1. alength of paper
cut to make a sheet from aweb press, equa
to the plate cylinder circumference 2.
paper that has been cut off

cutoff knife /'katof narf/ noun aknife
that cuts off the sheets on arotary press
cutoff rubber /'katof ,raba/ noun a
strip of rubber against which the cutoff
knife cuts the sheets

cut out /kat 'avt/ verb 1. to remove
something from atext by cutting o We have
cut out all references to the Queen. 2. to
remove the background from an illustra-
tion, leaving the main part as a silhouette
cutout /'’kataut/ noun 1. a piece of paper
or card which is cut out from alarge piece
2. anillustration where the background has
been removed, leaving a silhouette
cutout book /'kataut buk/ noun achil-
dren’s book where the illustrations can be
cut out to make models or figures

cut sheet feeder /kat '[irt fixdo/
noun a mechanism that automaticaly
feeds single sheets of paper into a printer
cut size /'kat sarz/ noun asize of paper
which is used by home and office printers,
convenient for use without the need for
cutting or folding, such as A4

cutter /'kata/ noun a machine that cuts

cutting /'katig/ noun a reference to a
client, company or author in a newspaper
or magazine, which is cut out of the paper
and filed for reference (NOTE: The US term
is clipping.)

cutting agency /'klipip ,eidzonsi/,
cutting service /'klipig ,s3:vis/ noun an
office which cuts out references to a client
from newspapers and sends them to that
person for afee

cutting and creasing /katmy on
'krizsip/ noun an operation carried out on
a letterpress cylinder machine, using dies
to cut and crease paper or card into shapes
cutting cylinder /'katig ,silinda/ noun
a cylinder with knives which cut the
printed section from the web

cutting marks /'katig ma:ks/ plural
noun marks printed on the sheet showing
whereit has to be cut

CV abbreviation curriculum vitae

cyan /'saran/ noun a special blue, one of
the three process colours
cyan-magenta-yellow-key /saron
mo,dzento ,jelou 'ki:/ adjective full form
of CMYK

cyberlaw /'saibolo:/ noun the body of
laws relating to computers, information
systems and networks

cybermarketing /'sarba, ma:kitin/
noun marketing that uses any kind of
Internet-based promotion, e.g. targeted
emails, bulletin boards, websites, or sites
from which the customer can download
files

cyberphobia /saiboa'foubis/ noun a
pathological fear of computers and infor-
mation technology

cybershopping /'saibo,fopig/ noun
the activity of making purchases using the
Internet

cyberspace /'saibospers/ noun the
notional environment in which electronic
information exists or is exchanged o We
met by writing to each other on the World
Wide Web in cyberspace.

cybrary /'satbrori/ noun 1. aguide to the
information available on the World Wide
Web on a particular topic 2. an informa
tion-gathering service using the Internet
cyclical factors /siklik(a)l 'feektoz/
plural noun thewaysinwhich atrade cycle
affects businesses

cyclohexylamine carbonate
/,saiklouheksilomi:n 'ka:baneit/ noun a
chemical used to remove the acid from
paper. Abbr CHC

cyclopedia /,saikla'pi:dia/ noun PuBL
same as encyclopedia

cylinder /'silinds/ noun a long, round
object, which is usually hollow o The



cylinder brake

posters are delivered in cardboard cylin-
ders.

cylinder brake /'silinds breik/ noun a
device which stops the running of a
printing press

cylinder-dried paper /'silinds draird
,perpa/ noun paper which has been dried
by running it over hot cylinders

cylinder press /'silinds pres/ noun a
printing press where the paper iscarried on
a fixed cylinder which presses it onto the
flat forme containing the inked type. Also
called flatbed cylinder press

Cyrillic alphabet /sa'rilik ,alfabet/
noun the Russian alphabet, also used in
some other Slavonic languages such as
Ukrainian and Bulgarian



D

dagger /'dego/ noun a second reference
mark for footnotes. Symbol t

daily /'deili/ adjective happening every
day m noun a newspaper published every
weekday

damages /'demid3iz/ plural noun
money that is paid by court order to some-
body to compensate for harm done to them
or to their reputation

damp /demp/ adjective slightly wet m
noun o the damp wet conditions o The
books have been affected by damp.
dampen /'dempan/ verb to make some-
thing damp

dampening roller /'‘demp(e)nip
;ravla/, damper /'dempa/ noun a roller
which keeps the plate wet in lithographic
printing

dancing roller /'da:nsig ,rovla/ noun
same asjockey roller

dandy roll /'dendi roul/, dandy roller
noun a roller covered with wire mesh
which presses the wet paper and can make
watermarks on it if the mesh has a pattern
onit

dangler /'dengla/ noun same as shelf
wobbler

dark /da:k/ adjective not light o The cover
is dark green, with gold |ettering.

darken /'da:kon/ verb to make some-
thing darker or to become darker o The
picture needs darkening. o The light cover
paper will darken with age.

darkroom /'da:kruim/ noun a room
protected from daylight and using infrared
light only, where films can be developed
and printed

dash /daf/ noun a punctuation mark (-)
that is a short horizontal line used to mark
off asection of a sentence

data /'derta/ noun information usually in
the form of facts or statistics which can be

anadysed o The data is easily available.
(NoTE: Data is historically a plural noun but
is now usually treated as a singular.)

data acquisition /'derto
,&kwizif(a)n/ noun the gathering of data
about aparticular subject. Also called data
collection

data bank /'derto bank/ noun a large
store of information, especialy kept in or
available to a computer, sometimes
consisting of several databases
database /'dertobers/ noun 1. software
which enables the user to organise data for
easy retrieval 2. a collection of data stored
in a computer which can be easily and
quickly retrieved

database publishing /'dertobers
pablifiy/ noun publishing information
selected from a database, either online
where the user pays for it on a per-page
inspection basis, or asa CD-ROM
database right /'dertobers rait/ noun a
form of copyright which applies to a
collection of data held in adatabase, which
gives it protection from extraction and
reuse

database setting /'dertobers ,setin/
noun typesetting of the information in a
database directly from the codes written
into the database

data capture /'derto kaept [o/ noun the
act of collecting data and converting it into
aform compatible with computers

data collection /'derta ko,lekfon/
noun same as data acquisition

data compression /'deito kom
.pref(a)n/ noun a means of reducing the
size of blocks of data by removing spaces,
empty sections and unused material

data handling /'derts ,heendlig/ noun
same as data preparation

data mining /'derto ,marniy/ noun the
process of locating previously unknown



data preparation

patterns and relationships within data
using a database application, e.g. finding
customers with common interests in a
retail establishment’s database

data preparation /'derto
.prepareif(a)n/ noun the conversion of
data into a machine-readable format. Also
called data handling

data processing /'derto ,prousesip/
noun the process of selecting and exam-
ining data in a computer to produce infor-
mation in aspecia form. Abbr DP

data protection /'derto pro,tekfon/
noun the procedure of making sure that
datais not copied by an unauthorised user
Data Protection Act /derta pro
'tek[on ,e&ekt/ noun a piece of legidation
passed in 1984 in the UK which requires
any owner of a database that contains
personal details to register

data retrieval /,deita ri'trizv(a)l/ noun
the process of searching, selecting and
reading data from a stored file
datasheet /'dertafi:t/ noun a document
accessible on the Internet that gives a
detailed description of something, espe-
cialy aproduct

data storage /'deita ,sto:rid3/ noun the
ability to store data in the memory of a
computer

data warehouse /'derito ,weahaus/
noun a database used for analysing overall
business strategy rather than routine opera-
tions

dateline /'dertlain/ noun a line at the
beginning of a newspaper report, giving
the date and place from where the report
wasfiled

date of publication /deit oav ,pabli
'kerf(a)n/ noun same as publication date
date of receipt /,dert ov r1'si:t/ noun
the date when something is received

date stamp /'dert steemp/ noun astamp
with rubber figures which can be moved,
used for marking the date on documents
datum /'dertam/ noun a piece of infor-
mation (NoTE: Datum is the singular of
data.)

day glow /'der glou/ noun a range of
fluorescent inks

day release /dei r1'lizs/ noun a system
of training by which employees are
alowed aregular day each week to attend
college

day shift /'der [ift/ noun a shift worked
during the daylight hours

d.c. abbreviation double column

DCS noun a format developed by Quark
Incthat is an extension to the standard EPS
format. Full form Desktop Colour Sepa-
rations (NOTE: DCS is used in process
colour work and allows CMYK separations
to be saved in a format that can be read by
other applications.)

DD abbreviation double density

DDC abbreviation Dewey decimal classi-
fication

DDS abbreviation Dewey decimal system

deacidify /,dia'sidifar/ verb to remove
the acid from paper. » CHC paper

dead /ded/ adjective 1. not alive o The
author has been dead for sixty years, so his
work is out of copyright. 2. not working o
The telephone line suddenly went dead.

dead copy /,ded 'kopi/ noun a manu-
script which has been keyboarded and
typeset, and therefore is no longer needed

dead keys /'ded ki:z/ plural noun keys
on a keyboard that cause a function to
occur rather than a character to print, e.g.
the shift key

dead letters /'ded ,letoz/ plural noun
letters still in the case, but which cannot be
used because there is no more type left of
one letter

deadline /'dedlain/ noun the stated time
or date by which work must be finished

dead metal /,ded 'met(a)l/ noun the
parts of ametal printing plate which do not
print

dead white /,ded 'wart/ noun pure
white, without the addition of blue or red
which makes it more ‘alive’

deal /di:xl/ noun a business agreement,
affair or contract o to arrange a copub-
lishing deal o The sales director set up a
deal with a Russian import house. o The
deal will be signed tomorrow. o They did a
deal with an American agent. m verb 1. o to
deal with to organise something o Leaveit
to the filing clerk — he'll deal with it. o to
deal with an order to supply an order 2. to
trade or to buy and sell

debark /dir'ba:k/ verb to remove the
bark from wood

debarked wood /di:,ba:kt 'wud/ noun
wood which has had the bark stripped off,
and is ready to be ground into pulp for
papermaking

debit /'debit/ noun money which is owed
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debit and credit /,debit an 'kredrt/
noun money which a company owes and
which it receives

debit balance /'debit ,balons/ noun a
balance in an account showing that more
money is owed than has been received
debit column /'debit kolom/ noun the
left-hand column in accounts showing the
money paid or owed to others

debit entry /'debit ,entri/ noun an entry
on the debit side of an account

debit note /'debit nout/ noun a note
showing that a customer owes money
debit side /'debit said/ noun the left-
hand side of an account showing the
money paid or owed to others

deboss /di:'bos/ v to press a mould on
the top of something so that the surface is
depressed. Compare emboss

Debrett /da'bret/ noun a publication that
lists members of the British aristocracy,
including information on related topics
such as honours, ranks, titles, forms of
address, and etiquette

debt /det/ noun money owed for goods or
services o to service a debt to pay interest
on adebt

debt collection /'det ko lek[on/ noun
the collection of money that is owed

debt collection agency /'det ko
Jlek[on ,erdzonsi/ noun a company that
collects debts for a commission

debt collector /'det ko,lekto/ noun a
person who collects debts

debtor /'detal noun aperson or company
which owes money

debtor side /'deto said/ noun the debit
side of an account

debts due /dets 'dju:/ plural noun
money owed which is due for repayment
debug /di:'bag/ verb to test a computer
program to locate and correct any errors o
They spent weeks debugging the system.
decal /di'’kel/ noun a small piece of
plastic which sticksto asurface, used often
as an advertisement

deciding factor /drsaidig 'fekto/
noun the most important factor which
influences a decision

decimal point /,desim(a)l 'point/ noun
a dot or comma which separates whole
numbers from decima fractions, e.g. in
2.75

COMMENT: The dot should be raised above
the line, though itis never printed in this way
by computer printers. Note that the decimal

point is used in English-speaking countries,
and that in most other countries the decimal
is indicated by a comma.
decimal system /'desim(a)l ,sistom/
noun a system based on the number 10
decimal tabbing /,desim(a)l 'teebip/
noun the process of adjusting a column of
numbers so that the decimal points are
aligned vertically
decipher /di'saifa/ verb to work out
what something means, even if it is diffi-
cult to read or understand
deckle /'dek(a)l/ noun 1. the raised edge
of the wire tray in which handmade paper
ismade, which stops the pulp from running
over the edge of the tray 2. the width of a
machine which makes paper, hence the
width of a piece of paper asit is made
COMMENT: Handmade paper always has a
deckle edge, and this has to be cut off
before printing, so that the lay of the paper
is the same from sheet to sheet. An artificial
deckle edge is given to machine-made
writing paper to make it more attractive.
deckle edged paper /'dek(a)l edzd
,pe1pa/ noun paper with a deckle edge
deckle frame /'dek(o)l frerm/ noun a
wooden frame holding the wire on which
handmade paper is made
deckle strap /'dek(s)l strep/ noun a
flat piece of rubber along the edge of the
wire mesh in a papermaking machine,
which stops the pulp from running over the
edge
decollate /,di:ka'lert/ verb to separate
continuous stationery into single sheets, or
to split two-part or three-part stationery
into its separate parts
decollator /,dizka'lerta/ noun amachine
used to separate continuous stationery into
single sheets or to split two-part or 3three-
part stationery into separate parts
decorative /'dek(a)rotrv/ adjective of
illustrations, photographs or flourishes,
intended to brighten and break up the text
dedicate /'dedikert/ verb 1. to print a
specia note in a book offering it to some-
body, usually arelative or friend, asatoken
of affection o He dedicated the book of
poetry to his wife and daughters. 2. to use
for one purpose only
dedicated line/,dedikertid 'lain/ noun
a telephone line assigned to a designated
user, usualy to provide a permanent
connection to the Internet
dedicated word processor
/,dedikertid 'wa:id ,prousesa/ noun a
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small computer which has been configured
to do only word processing

dedication /,dedr'kerf(a)n/ noun words
used to offer a book, work or performance
to honour somebody

deep /di:p/ adjective strong and dark o
The book has a deep blue cover with silver
lettering.

deepen /'dizpan/ verb to make some-
thing such as a colour deeper

deep-etch /'di:p et[/ verb to etch the
image very dightly below the surface of a
printing plate, a process used in offset
lithography to give a more intense print
deep-etched halftone /diip etft
'ha:ftoun/ noun aplate etched deeper than
normal, often leaving white spaces

deep Web /,di:p 'web/ noun searchable
databases accessible through the Internet,
which must be searched using CQL
queries and not with an ordinary Web
search engine

defamatory /di'feemot(a)ri/ adjective
relating to words that are damaging about a
person or aperson’s character o Hewrotea
series of defamatory articles about the film
star in a Sunday paper. o The minister sued
the paper for publishing defamatory arti-
clesabout his private life.

default /dr'fo:lt/ noun failureto carry out
a contract o The company is in default on
their repayments. m verb to fail to carry out
the terms of a contract, especially to fail to
pay back a debt

defect /'dixfekt/ noun a fault in a
machine

defective /dr'fektiv/
working properly

defer /dr'fs:/ verb to put back or postpone
an action to alater date o to defer payment
o The decision has been deferred until the
next meeting.

deferment /di'fs:mont/ noun the act of
putting something back to a later date o
deferment of payment o deferment of a
decision

define /dr'fain/ verb to explain the
meaning of something

definition /,defi'nif(o)n/ noun a state-
ment of meaning, especialy in adictionary
definitive /dr'finitiv/ adjective relating
to the final or the best and most complete
work on a subject o a definitive edition of
Dickens o This is the definitive biography
of Jane Austen. o They published the defin-
itive work on sixteenth-century printing.

adjective  not

degradation /,degra'derf(s)n/ noun a
loss of picture or signal quality o Line art
can be reproduced on scanners or photo-
copied without much degradation.
degree /dr'griz/ noun a qualification
awarded by a university or college
following successful completion of a
course of study or period of research, or a
similar qualification granted as an honour
deink /di:'igk/ verb to remove the ink
from printed paper as part of the recycling
process

dejagging /di:'dzeging/ noun same as
anti-aliasing

del. abbreviation an instruction by a
proofreader to a compositor to delete part
of atext

delete /dr'lizt/ verb to remove informa
tion that has been written down or stored in
acomputer m noun 1. awritten sign used in
proofreading, to show that a word should
be deleted 2. an instruction given to a
computer to remove a section of text
delete character /dilizit 'keerikto/
noun aspecial code used to indicate data or
text to be removed

delete key /dr'lizt ki:/ noun a computer
key that moves the cursor to erase charac-
ters, or removes highlighted text

deletion /dr'lizf(a)n/ noun 1. the act of
deleting something, or something whichis
deleted o The lawyers demanded the dele-
tion of all references to their client. 2. a
word or piece of text which has been
deleted o There were six deletions fromthe
last page of the index. o There were so
many deletions that the text is now about
two pages shorter.

‘Delibros’ noun a Spanish magazine
dealing with books and publishers
deliver /di'liva/ verb 1. to transport
goods to a customer o When does the
binder expect to deliver the bound copies?
2. to give amanuscript to a publisher o The
author hasto deliver thelast chapter by the
end of the year. o The publisher cannot
guarantee publication if the manuscript is
not delivered on time.

delivered price /di'livad prais/ noun a
price which includes packing and transport
delivery /di'liv(a)ri/ noun 1. the handing
of amanuscript to a publisher o The second
part of the advance on royalties is payable
on delivery of the manuscript. 2. part of a
printing machine where grippers move
printed sheets from the machine and stack
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them 3. the goods being delivered o We
takeinthree deliveriesa day. o There were
four pallets of books missing in the last
delivery. o The warehouse will close for
Christmas and will not accept deliveries
after December 20th. 4. o delivery of
goods the transport of goods to a
customer’s address o We charge for
delivery outside London. o The delivery
date for bound copies has been put back by
three weeks. o We guarantee delivery
within 28 days. o Delivery is not included
in the price.

delivery instructions /di'liv(e)ri
,strak[(a)nz/ plural noun details of how
goods are to be shipped and delivered.
Also called shipping instructions
delivery note /di'liv(s)ri nout/ noun a
list of goods being delivered, given to the
customer with the goods

delivery order /di'liv(a)ri ,o:da/ noun
instructions given by the customer to the
person holding the goods, to tell them to
deliver

delivery tapes /dri'liv(o)ri terps/ plural
noun broad ribbons which hold the printed
sheets as they come out of the press
delivery time /di'liv(a)ri taim/ noun
the number of days before something will
be delivered

delivery van /di'liv(a)ri veen/ noun a
goods van for delivering goods to retail
customers

de luxe edition /,dr 'laks 1,dif(o)n/
noun aspecial edition of abook, printed on
very good-quality paper and with an
expensive binding, selling for a higher
price than a standard edition

demand /di'ma:nd/ noun the number of
people wanting to buy something o There
is not much demand for thisitem. m verb to
ask for something in aforceful way
demographics /,dema'grafiks/ noun
the details of the population of a country,
or any community or group, in particular
its size, density, distribution, and the birth,
death, and marriage rates, which affect
marketing

demy /'demi/ noun a traditional British
paper size

demy octavo /,demi pk'ta:vou/ noun a
book format, formerly 8 3/4 x 5 inches,
now 216 x 138mm

demy quarto /,demi 'kwo:tau/ noun a
book format, formerly 11 1/4 x 8 3/4
inches, now 279 x 219mm

densitometer /,densi'tomita/ noun 1.
a device for measuring the absorption of
light, used to cal cul ate the thickness of ink
required to print on a particular type of
paper 2. adevice for measuring the size of
dotsin halftones
density /'denstti/ noun the level of dark-
ness of an image
COMMENT: Scanner software produces
various shades of grey by using different
densities or arrangements of black and
white dots and/or different sized dots.
density dial /'densiti ,darsl/ noun a
knob that controls the density of a printed
image o When fading occurs, turn the
density dial on the printer to full black.
densometer /den'somita/ noun a
device used for testing paper porosity by
measuring the time taken for a particular
volume of air to passthrough asample area
of paper
dentelle /den'tel/ noun gold decoration
used on book covers, like a series of little
teeth
department /dr'pa:tmont/ noun 1. a
specialised section of alarge company 2. a
section in a large store selling one type of
product 3. a section of the British govern-
ment containing several ministries o the
Department of Trade and Industry
deposit /di'pozit/ noun 1. an amount of
money paid in part payment 2. an amount
of money that a person gives when they
borrow something and which isreturned to
them when theitem isreturned undamaged
3. documents placed in a record office for
safe keeping 4. alegal requirement for one
copy of any published book to be sent to a
national deposit library m verb 1. to put
money into a bank account o to deposit
£100 in a current account 2. to give a copy
of abook to adeposit library as part of the
process of publishing the book
deposit library /di'pozit laibrori/
noun a nationa library to which a
publisher has by law to give a copy of each
book published
COMMENT: In the British Isles, the deposit
libraries are the British Library, the Bodleian
Library at Oxford, Cambridge University
Library, the National Library of Scotland
and the Library of Trinity College Dublin; the
Welsh National Library may also receive
copies.
depreciate /di'prizfiert/ verb 1. to
reduce the value of assetsin accountso We
depreciate our company cars over three
years. 2. to lose value o The pound has
depreciated by 5% against the dollar.
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depreciation /dr,prizfi'erf(e)n/ noun a
reduction in value of an asset
COMMENT: Publishers often write down the
value of their stocks on the assumption that
a book which is several years old is not
likely to sell well, and unsold stock is
therefore less valuable. Depreciation has
the effect of reducing profits in the year in
which it is carried out, and increasing profits
in subsequent years as the depreciated
stock continues to sell. Depreciation does
mean that stock can be remaindered
without loss.
depreciation rate /di,pri:fi'erf(o)n
rert/ noun the rate at which an asset is
depreciated each year in the accounts
depth gauge /'dep® gerds/, depth
scale noun a ruler used to measure the
space between lines of type

depth of field /,dep6 av 'fi:ld/ noun the
amount of a scene that will be in focus
when photographed with a particular aper-
ture setting

depth of focus /,depf ov 'foukos/
noun the position of film behind a camera
lens that will result in a sharp image
depth of page/,dep6 ov 'perd3/ noun a
measurement of the type area from the
headline to the folio at the bottom of the
page

descender /dr'senda/ noun the part of a
letter which falls below the base line, asin
Tyt and o

descender line /di'sends lamn/ noun a
line which marks the lowest level of the
descendersin aparticular face

descending letter /di'sendiy leto/
noun a letter that has a descender, such as
‘g, por'y

desensitise /di:'sensotarz/, desensi-
tize verb to wash an offset litho plate with
chemicals to make sure the ink will not
stick to the non-printing areas

design /di'zain/ verb to plan what some-
thing new will be like m noun 1. the plan-
ning or drawing of a product before it is
manufactured 2. a drawing which shows
how a book or page or cover will look
when finished o The designs for the cover
were turned down by the author. o The
artist brought a portfolio of page designs
to show the art director.

designation mark / dezig'neif(o)n
;ma:k/ noun a signature mark, letter or
number, printed in very small type on the
fold of the signature, so that the sequence
of sections can be easily checked

design brief /di'zamn bri:f/ noun
instructions to a designer explaining what
they should be designing for a particular
project and any factors they should bear in
mind

design department /di'zain di
,pa:tmont/ noun a department in a large
company which designs the company’s
products or its advertising

designer /di'zaina/ noun a person who
designs something

design studio /di'zamn stju:diou/
noun an independent firm which special-
isesin creating designs for companies
desk /desk/ noun a writing table in an
office or study

desk copy /'desk kopi/ noun a free
copy of abook sent to somebody who may
read it to buy rightsin it, or to order it in
quantity for class use

desk editor /'desk ,edito/ noun an
editor who works at adesk, preparing copy
for the printer, checking proofs and
collating corrections

desk pad /'desk pad/ noun a pad of
paper kept on a desk for writing notes

desktop /'desktop/ noun adisplay on a
computer screen comprising background
and icons representing eguipment,
programs and files m adjective relating to
something that sits on top of a desk or that
can be done on a desk

Desktop Colour Separations plural
noun full form of DCS

desktop computer /desktop kom
'pjuita/ noun a computer, usualy with a
keyboard and monitor, which is small
enough to be used on a desk

desktop media /desktop ‘'mi:dio/
noun a combination of presentation
graphics, desktop publishing and muilti-
media (NOTE: The phrase was originally
used by Apple.)

desktop publishing  /,desktop
'pablifig/ noun the design and layout of
text and graphics using a small computer
with a specific software application
package and a printer. Abbr DTP

destock /di:'stok/ verb to reduce the
amount of stock in a shop or warehouse o
Bookstores have been destocking after the
Christmas buying season and are
returning thousands of copies of unsold
paperbacks.
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detail /'dirterl/ noun asmall condition or
fact m verb to list or give full information
about things
detailed account /di:terld o'kaunt/
noun an account which lists every item
detailed drawing /'dirterld  dro:g/
noun a drawing showing a lot of small
details
detail paper /'disterl ,perpa/ noun thin
transparent paper used for layouts and
tracing
detective fiction /dr'tektiv fik[on/
noun crime fiction, with a detective as the
main character
Deutsche Industrienorm /doitfs
'Industriz,norm/ noun the German indus-
trial standards organisation. Abbr DIN
develop /di'velap/ verb 1. to plan and
produce something o to develop a new
papermaking technique 2. to apply achem-
ical process to exposed photographic film
and paper to produce an image
developer /di'velopa/ noun a chemical
solution used to develop exposed film
device /di'vais/ noun an ornamental
design used by apublisher or printer as part
of their logo
diacritical marks /dara'kritik(a)l
;ma:ks/, diacritics, diacriticals plural
noun marks made above normal letters to
show a change of pronunciation or stress
COMMENT: The commonest diacritics are
the accents in European languages and the
dots indicating vowels in Arabic.
diaeresis /,dara'rizsis/ noun a printed
sign, formed of two dots printed above a
vowel (€)
COMMENT: In English the diaeresis is now
uncommon, but was used in words such as
‘naive’ and ‘codrdinate’ to show that the two
vowels were pronounced separately and
not as a diphthong; it is still used in many
European languages and indicates a
change in pronunciation of a vowel. In
German it is called the umlaut.
diagnostics /,dareg'nostiks/ plural
noun tests that help a user find faults in
hardware or software
diagram /'daregr&m/ noun a chart or
graph that illustrates something such as a
statistical trend m verb to make a diagram
that represents or illustrates something
diagrammatically /darogro'metikli/
adverb using a diagram o The chart shows
the population growth diagrammatically.
dial /'daral/ noun around display device,
like the face of a clock, on which informa-

tion is shown automatically by the move-
ment of ahand or pointer
dial micrometer /'daral mar kromito/
noun amachine for measuring paper thick-
ness, where the reading is shown on adial
dialogue /'darslog/ noun 1. a written
conversation in a book or play 2. the
exchange of ideas or opinions, especially
between those with different viewpoints
dial-up /'daisl ap/ adjective requiring a
computer modem and telephone line to
establish communication with another
computer or a network
diamond /'daromond/ noun an old size
of type, equivalent to 4 1/2 pt
diapositive /,daro'pozitrv/ noun aposi-
tive transparency
diary /'darori/ noun 1. a detailed daily
record of the events in a person’s life
written in abook 2. asmall book with dates
and blank spaces used to record appoint-
ments
diary format /'darori ,formet/ noun a
paper format similar to that used for
diaries, roughly 140 x 85mm
diazo paper /dar'&zouv ,peipa/ noun
treated paper used in the dyeline copying
process. Also called dyeline paper
dictate /dik'tert/ verb to speak words for
somebody to write down or for a machine
to record
dictionary /'dik fon(a)ri/ noun abook or
compact disc containing the words of a
language arranged alphabetically with
their meanings
COMMENT: The term ‘dictionary’ really
applies to a book where the words are
defined, but not necessarily explained; an
‘encyclopedia’ is a book where the words
are explained, but not always defined. A
‘Dictionary of Gardening’ is probably in fact
an encyclopedia, since it may give details of
how to grow plants, rather than defining

what each plant or process is. This present
dictionary has many encyclopedic sections,

such as this one.
dictionary article  /'dikfon(o)ri
,artik(d)l/ noun a small section of a
dictionary, dealing with a single word
didot /'dardau/ noun 1. a modern type-
face with thick black vertical lines and
hairline serifs, designed by Firmin Didot in
the 17th century 2. a system of type sizes
used in Europe, but not in the UK or the
USA, introduced by F.-A. Didot. Compare
cicero

COMMENT: The basic didot measurement is

a point of 0.376mm, while the British and
American point is 0.351mm. The cicero is
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the European equivalent to the British pica,
but slightly larger (about 12.5 British points
or 4.511mm).
die /dar/ noun 1. amatrix used for making
a hot metal character 2. any metal stamp,
used for cutting or stamping
die case /'dar kers/ noun a case which
holds the matrices for Monotype hot metal
die casting
die casting /'dar ka:stig/ noun the
casting of metal type using hot metal and
matrices
die cutting /'dar katig/ noun the use of
sharp metal knivesto cut out paper or card-
board in different shapes, usually on a
letterpress cylinder machine
dieresis /daro'rirsis/ noun another
spelling of diaeresis
die stamping /'dar ,steempin/ noun the
stamping of relief decorations or text on
paper or card, as eg. an address on
stationery
differential spacing /difarenfal
'spe1sig/ noun spacing where each char-
acter takes a space equivalent to its width,
‘m'’ taking more space than ‘i’
digest /'dardzest/ noun a book which
summarises a series of reports, especially
one that collects summaries of court deci-
sions and is used as a reference tool by
lawyers
digester /dar'dzesto/ noun a device
which mixes ground wood, water and
chemicals together and begins the process
of papermaking
digest-size /'daidzest saiz/ adjective
relating to a book which measures 7 x 5
inches, the same format as the ‘Reader’'s
Digest’
digipad /'didzipad/ noun same as digi-
tising pad
digit /'did3zit/ noun any of the numbers
from0to9
digital /'didzit(e)l/ adjective repre-
senting physical quantities in numerical
form
digital divide /,did3t (o)l di'vaid/ noun
the difference in opportunities available to
people who have access to modern infor-
mation technology and those who do not
digital font /,didzit(s)l 'font/ noun a
font that has been digitised so that it can be
stored in a computer
digital image processing
/,didz1t(9)l 'tmid3 ,prousesiy/, digital
image acquisition, digital imaging

/,did31t(9)l 'tmid3ig/ noun a wide range
of techniques used to generate, process and
reproduce images using computers
digital object identifier /,didzit(s)l
,objekt ar'dentifars/ noun an identifying
symbol for aweb file that redirects usersto
any new Internet location for that file. Abbr
DOI

digital plotter /,didz1t(s)l 'plota/ noun
a plotter that receives the coordinates in
digital form which it plots

digital printing /,didzit(s)l 'printig/
noun amethod of printing in which the text
or images are transferred directly to the
paper without the use of film or plates.
Also called direct digital printing

digital proofs /didzit(s)l ‘'pru:fs/
plural noun proofs taken from digital files
prior to film output at high or low resolu-
tion

digital repository /,didzit(e)l 11
'pozit(d)ri/ noun a single system for
storing and distributing all types of elec-
tronic materials

digital rights management
/,did31t(a)l 'rarts ,maenidzmont/ noun
the use of technologies to protect against
the misuse of copyrighted digital materials.
Abbr DRM

digital scanning /,did3it(s)l 'skeeniy/
noun the reading of an image such as a
printed character by a computer, done by
building it up as a series of dots in the
computer memory

digital video disc /,did3zit(s)l 'vidiou
,disk/ noun full form of DVD
digitisation / didzitar'zerf(o)n/, digiti-
zation noun the action of converting
shapes or signals into digital form
digitise /'didzitaiz/, digitize verb to
change analogue signals such as pictures
or sound into numerical datawhich can be
processed by a computer

digitised letterforms /didzitaizd
'letoformz/ plural noun the shapes of char-
acters which have been scanned and then
stored as a series of dots in the computer
memory

digitised photograph /didzitaizd
'foutagra:f/ noun an image or photograph
that has been scanned to produce an
analogue signal which is then converted to
digital form and stored in a computer or
displayed on a screen

digitiser /'didzitaiza/ noun a vector
graphic input device which can be used to
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scan an existing image, capturing X, y co-
ordinates at desired intervals

digitising pad /'didzitaiziy paed/ noun
a sensitive surface that translates the posi-
tion of a pen into numerical form, so that
drawings can be entered into a computer.
Also called digipad

digizine /'didzi:n/ noun a magazine that
is delivered in digital form either on the
Internet or on a CD-ROM

di litho abbreviation direct lithography

dime novel /'daim ,nov(s)l/ noun a
cheap paperback novel

dimension /dar'menfan/ noun a meas-
urement of something

dimensional /di'menfonal/ adjective
relating to dimensions

dimensional stability /dar
;menJ(9)nal sta'biliti/ noun a measure-
ment of the ability of paper not to change
its dimensions when subjected to heat,
water, etc.

dimension marks  /dar'menfon
ma:ks/ plural noun marks on CRC
showing asection that hasto be enlarged or
reduced

DIN abbreviation Deutsche Industrienorm

dingbats /'digbets/ plural noun US
ornaments and other symbols (NoTE: The
UK term is printer’s flowers.)

dinky sheet /'digki [i:t/ noun a narrow
web of paper

diphthong /'difBoy/ noun two vowels
which are pronounced together as one
sound, sometimes printed together with a
ligature, asin ‘encyclopaadia

direct /dar'rekt/ verb to manage or
organise something o He directs our
Southeast Asian operations. o She was
directing the development unit until last
year. m adjective straight or with no inter-
ference

direct access /dairekt 'ekses/ noun
the ability to use information without the
need for an intermediary person

direct connection /darrekt ko
'nekJan/ noun a fast permanent connec-
tion linking a computer or system to a
network such asthe Internet. It can be used
at any time and is much faster than a dial-
up connection.

direct cost /dar,rekt 'kost/ noun the
production or origination cost of a partic-
ular product

direct digital printing /darrekt
,didz1t(a)l 'printig/ noun same as digital
printing

direct-entry phototypesetting /dax
rekt entri foutou'tarpsetin/ noun
phototypesetting where the text is keyed
directly onto a keyboard which allowsit to
be output as typesetting

direct impression /darrekt 1m
'pref(a)n/ noun a typesetting process
where the image is created by something
which hits the paper directly

direct input /dar, rekt 'mput/ noun soft-
ware which allows the keyboarder to input
text directly into the computer typesetter
direction of travel /darrekfon ov
'treev(9)l/ noun the direction in which the
web of paper moves, either on a paper-
making machine or through a printing
press

directions for use /darrekfonz fo
'jurs/ plural noun instructions showing
how to use something

direct lithography /darrekt It
'Oogrofi/ noun a lithographic process
where the image is printed directly from
the plate onto the paper. Abbr di litho
direct mail /darrekt 'meil/ noun a
system of selling goods by sending
publicity material about them through the
post

direct-mail advertising /darrekt
'mei1l ,@edvotarzin/ noun advertising by
sending leaflets to people through the post
direct marketing /dar,rekt 'ma:kitig/
noun methods of marketing that bypass
retailers, such as mail order, direct-mail
advertising, telephone sales, Internet shop-
ping etc.

director /dar'rekta/ noun the top person
in the management of agroup, company or
organisation

directory /dar'rekt(o)ri/ noun a book or
database which lists the names and details
of people or companies in a specific
geographica or subject area

direct positive /darrekt 'pozotiv/
noun film produced by direct screening
direct printing /darrekt ‘'printip/
noun the process of printing directly from
aplate onto the paper

direct processing /dar, rekt
'prauvsesin/ noun a method of photocop-
ying which requires specially treated paper
that capturestheimage fromthe original as
itisexposed to light
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direct screening /dar,rekt 'skri:nip/
noun a method of originating colour sepa-
rations, wherethe origina isreproduced as
screened separations using a halftone
screen

direct selling /dar,rekt 'seliy/ noun the
process of selling a product direct to the
customer without going through a shop

dirty copy /,da:ti 'kopi/ noun a manu-
script or typescript which has a large

number of additions and changes, and is
difficult to read

dirty proof /,ds:ti 'pru:f/ noun a proof
with many keyboarding errors or which
has been heavily corrected

disclaimer /dis'klerma/ noun a legal
refusal to accept responsibility
COMMENT: Publishers or authors may print
disclaimers in their publications: ‘the views
expressed in the article are those of the
author and do not represent the policy of
the newspaper’; ‘the characters in this novel
are fictitious, and are not based on anyone
living or dead’. Whether such disclaimers
have any legal validity is open to question.
discount noun /'diskaunt/ a reduction
in the price of something o 10% discount
for quantity purchases you pay 10% less
if you buy alarge quantity o 10% discount
for cash, 10% cash discount you pay 10%
less if you pay in cash m verb /dis'kaunt/
to reduce pricesto increase sales
COMMENT: Discounts vary considerably
from country to country. In the UK, the basic
discounts given by publishers to
booksellers would be about 40%. Higher
discounts will be given to wholesalers or
large chains of bookshops, and also on
mass-market paperbacks. Lower discounts
will apply to single copy orders (or a
surcharge may be added), and especially to
academic books. Educational books have a
basic discount of 17.5%, because the
bookseller is simply passing on orders for
school purchases and is not buying the
books speculatively for retall sale.
Educational books are usually non-net, so
that the bookseller can mark up the price if
he or she wishes to hold them in stock and
sell them from the shelf to the public.

discounter /'diskaunta/ noun a person
or company which sells goods at adiscount

discretion /dr'skref(o)n/ noun the
ability to deal with confidential situations
or information without causing embarrass-
ment o | leave the matter to your discre-
tion.

discretionary hyphen /dx
skre[(a)n(o)ri 'harf(a)n/ noun a hyphen
inserted by the keyboarder, which is

different from the spelling used in the
computer'sH & Jprogram
discrimination  /di,skrimi'nerf(a)n/
noun treatment of peoplein different ways
because of class, religion, race, language,
colour or sex

disinformation  / disinfo'merf(o)n/
noun false or deliberately misleading
information, often put out as propaganda
disk /disk/ noun a flat, round plastic
device coated with magnetised material
which can be used to store information
readable by a computer. Also called disc
disk inking /'disk pkm/ noun a
method of inking printing rollers, where
theink is spread from aturning plate
Disk Operating System /disk
'pparertiy ,sistom/ noun the section of
the operating system in a computer that
controls the disk and file management.
Abbr DOS

disk ruling /'disk ,ru:lig/ noun a
method of producing ruled paper, using
disksto produce the rules

dispatch /dr'spat [/ noun 1. the sending
of goods to a customer o The fuel short-
ages held up dispatch for several weeks. 2.
goods which have been sent o The weekly
dispatch went off yesterday. m verb to send
goods to customers

dispatch department /di'spet[ di
,paitmont/ noun a department in a
company which dealswith the packing and
sending of goods to customers
dispatcher /di'spetfa/ noun a person
who sends goods to customers

dispatch note /di'speetf nout/ noun a
note saying that goods have been sent
display /di'spler/ noun an exhibition for
public viewing m verb to set up or arrange
for something to be viewed

display advertisement /di'spler od
,vaitismant/ noun an advertisement
which is well designed to attract attention
display attribute /di'spler ,&tribju:t/
noun a variable which defines the shape,
size or colour of text or graphics displayed
inaDTP program

display board /dr'spler bo:d/ noun
coated coloured board, used as backing for
exhibitions or displays

display cabinet /di'spler keabinat/
noun apiece of furniturewith aglasstop or
glass doors for showing goods for sale,
used particularly in antiquarian bookshops
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display case /dr'spler kers/ noun a
glass box which protects items but allows
them to be seen

display character /di'spler keerikto/
noun agraphical symbol which appears as
aprinted or displayed item, e.g. one of the
letters of the alphabet or a number
display controller /di'spler kon
,troula/ noun a device that accepts char-
acter or graphics codes and instructions,
and converts them into dot-matrix patterns
that are displayed on a screen

displayed text /di,splerd 'tekst/ noun
text that is laid out by indenting or being
placed in a box, so as to make it different
from the rest of the text

display face /di'spler feis/ noun alarge
typeface used for posters, headings in
bookwork, etc. Also called display type
display format /di'spler ,formet/ noun
the number of characters that can be
displayed on a screen, given as lengths of
rows and columns

display highlights /di'spler  harlarts/
plural noun the emphasis of particular
words or paragraphs by changing the
colour of the display

display line /dri'spler lamn/ noun the
horizontal printing position for the charac-
tersin aline of text

display material /di'spler ma,trorial/
noun items that can be used for an exhibi-
tion

display matter /di'spler 'mata/ noun
typeset material in adisplay face such asa
poster

display mode /di'spler moud/ noun a
way of referring to the character set to be
used, usually graphics or aphanumerics
display pack /di'spler pzk/ noun an
attractive box for showing goods for sale
display panel /di'spler ,pa&n(a)l/ noun
aflat area for displaying goods in a shop
window

display paper /di'spler ,peipa/ noun
thick paper used to print posters

Display PostScript /dr'spler
,poustskript/ a trade name for an exten-
sion of PostScript that allows PostScript
commands to be interpreted and displayed
on screen so that a user can see exactly
what will appear on the printer

display register /di'spler redzista/
noun a register that contains character or
control or graphical data that is to be
displayed

display resolution /dr'spler
rezaluzf(9)n/ noun the number of pixels
per unit area that a display can show
clearly

display screen /dr'spler skri:n/ noun
the physical part of avisual display unit or
monitor, which alows the user to see char-
acters or graphics

display size /di'spler saiz/ noun achar-
acter size greater than 14 points, used in
headlines rather than normal text

display space /di'spler spers/ noun the
available memory or amount of screen for
showing graphics or text

display stand /dr'spler stend/ noun a
portable board which can be set onlegsand
used to display information

display type /di'spler taip/ noun same
asdisplay face

display unit /di'spler ,juinit/ noun 1. a
specia stand for showing goods for sale 2.
acomputer terminal or piece of equipment
that is capabl e of showing data or informa-
tion, usually by means of a CRT

display work /di'spler waik/ noun the
printing of posters, headings, etc.
dissect /dar'sekt/ verb to remove the
type which is to be printed in another
colour, such as highlighted wordsin achil-
dren’s dictionary

disseminate /di'semineit/ verb to
spread news and information widely

dissemination /d1,semr'nerf(o)n/
noun the act of distributing something such
as information throughout an area

distribute /di'stribju:t/ verb 1. to send
out goods from a manufacturer's ware-
house to retail shops o Smith Ltd distrib-
utes for several smaller companies. o Our
books are represented and distributed by J.
Smith & Co. 2. to break up standing metal
type and put each piece back into its case o
The book was abandoned and the type was
distributed. 3. in Monotype and Linotype
machines, to melt down cast slugs after
they have been used 4. to spread ink evenly
over the surface of a plate, using a distrib-
uting roller

distribution /distri'bjuzf(e)n/ noun
the delivery of goods or information to
people or organisations

distribution channel /,distrr
'‘bjuif(e)n ,tfen(a)l/ noun the method by
which things are sent to other people, e.g.
e-mail, post or retail shops
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distribution costs /distrr'bju:f(o)n
kpsts/ plural noun the costs involved in
distributing books from the warehouse to
the customer, including picking, packing
and transport

distribution network /, distr1
'bjuzf(e)n netwsik/ noun a series of
points or warehouses from which goods
are sent al over a country. Also called
network of distributors

distribution rollers /,distrr'bju:f(o)n
ravloz/ plural noun rollers which
distribute ink to the inking rollers
distribution slip /distri'bju:f(e)n
slip/ noun paper attached to a document or
a magazine showing al the people in an
office who should read it

distributor /dr'stribjuota/ noun a
company that sells goods for another
company which makes them
distributorship /dr'stribjutafip/ noun
the position of being a distributor for a
company

dither /'dida/ verb 1. to create a curve or
line that looks smoother by adding shaded
pixels beside the pixels that make up the
image 2. to create the appearance of a new
colour by a pattern of coloured pixels that
appear, to the eye, to combine and form a
new, composite colour

dithered colour /,didad 'kale/ noun
colour that is made up of a pattern of
different coloured pixels

dittogram /'ditougraem/ noun aprinting
error caused by repeating the same letter
twice

ditto marks /'ditov ma:ks/ plural noun
two small lines similar to double inverted
commas set at the base line, used to show
that the word above is repeated

divinity calf /di'viniti ka:f/ noun atype
of binding used for religious books, made
of dark brown calf |eather

division /dr'viz(a)n/ noun a department
in alarge organisation

DNS abbreviation comput domain name
service

docket /'dokit/ noun a slip of paper on
which a record can be kept o delivery
docket o job docket o work docket

doctor blade /'dokto blerd/ noun asoft
metal blade pulled across the surface of a
gravure printing surface to remove excess
ink

document /'dokjumont/ noun any form
of information in printed or electronic

form, e.g. maps, manuscripts or computer
software

documentalist  /dokju'mentalist/
noun aspecialist in documentation
documentation /,dokjomen'terf(a)n/
noun documents provided or collected
together as evidence or as reference mate-
rial

document paper /'dokjomont ,perpa/
noun special-sized paper used for legal and
other documents, which is suitable for
writing on

document reader /'dokjumont ri:do/
noun a mechanism for reading text into a
computer

dog-eared /'dog ,10d/ adjective used to
describe abook whose corners are bent and
worn

dogleg /'dogleg/ noun US a leader line
which bendsto link the image to the text it
refersto

dogsbody /'dpgzbodi/ noun a person
who does al types of work in an office for
very low wages (informal) (NOTE: The US
term is gofer.)

DOl abbreviation digital object identifier
do-it-yourself / du: 1t jo'self/ adjective
done by an ordinary person, not by a
skilled worker. Abbr DIY

do-it-yourself handbook /du: 1t jo
'self hendbuk/, do-it-yourself manual
/,duz 1t jo'self ;maenjual/ noun a hand-
book showing how to do repars or
construction work around the house (NOTE:
US English is how-to book.)
do-it-yourself magazine /,du: 1t jo
'self ;megaziin/ noun a magazine with
articles on repairs or construction work
which the average person can do around
the house

do-it-yourself publishing /,dou 1t jo
,self 'pablifig/ noun publishing carried
out by an ordinary individual from his or
her own home

dollar /'dola/ noun money used in the
USA and other countries

dolly /'doli/ noun adevice on wheels, e.g.
amobile microphone

dolly truck /'doli trak/ noun a truck
which moves reels of paper from the paper
store to the printing press

domain /deuv'mein/ noun the part of an
e-mail address after the @ sign

domain name /dou'mein nerm/ noun
the sequence of words, phrases, abbrevia-
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tions or characters that serves as the
Internet address of a computer or network
domain name service /do'mein
nerm ,s3:vis/ noun an Internet service
which translates domain names into IP
addresses. Abbr DNS

domestic /do'mestik/ adjective refer-
ring to the home market or the market of
the country where the business is situated
domestic market /do,mestik 'ma:kit/
noun a market in the country where a
company is based
domestic production /do,mestik pro
'dakJan/ noun production of goods in the
home market
domestic sales /do'mestik seilz/
plural noun same as home sales
door-to-door /do: to 'doi/ adjective
going from one house to the next, asking
the occupiers to buy something o door-to-
door encyclopedia selling
door-to-door salesman /,do: to do:
'serlzman/ noun aman who goes from one
house to the next, asking people to buy
something
DOS /dos/ abbreviation Disk Operating
System
dossier /'dosier/ noun a collection of
documents relating to a person or topic
dot /dot/ noun 1. a small round spot 2. a
punctuation mark (.) used to separate the
various components of an Internet address
COMMENT: Various shapes of dots are used
for halftones, depending on the type of
screen. Square dots give sharper edges to
the image, while elliptical dots give a
smooth gradation between tones.
dot address /'dot o,dres/ noun the
common notation for Internet addresses in
the form A.B.C.D., each letter repre-
senting, in decimal notation, one byte of a
four-byte address. Also called dotted
guad, dotted decimal notation, dotted
guad address
dot etching /'dot et f11/ noun amethod
of making a halftone darker or lighter, by
reducing or increasing the size of the dots
by etching them by hand
dot-for-dot reproduction /dot fa
dot rizpro'dakf(a)n/ noun reproduction
from a printed halftone, where each dot is
matched and reproduced
dot gain /'dot gein/ noun an occurrence
in halftone reproduction where the dots
tend to enlarge lightly and may lead to dot
spread

dotless ‘i’ /,dptlas 'ar/ noun the letter ‘i’
printed without adot, used in some facesto
give an |PA character, or in order to add a
floating accent

dots per inch /,dots p3:r 'itf/ noun
the standard method used to describe the
resolution capabilities of a page printer or
scanner o Some laser printers offer high-
resolution printing at 400 dpi. Abbr d.p.i.,
dpi

dot spread /'dot spred/ noun adefectin
halftone reproduction where the dots
becometoo large

double /'dab(a)l/ adjective twice or two
times the size m noun atraditional British
paper size made when the short side of a
sheet isdoubled

double burn /,dab(d)l 'ba:n/ noun an
act of exposing two images on a film to
give aspecia effect

double case /,dab(a)l 'kers/ noun a
case which holds both upper case and
lower case type

double-coated paper /,dab(d)l
koutid 'perpa/ noun paper which has
been coated twice, giving avery hard gloss

double column /,dab(a)l 'kolom/ noun
a setting with two columns on the page.
Abbrd.c.

double dagger /,dab(o)l 'deega/ noun a
third reference mark for footnotes

double document /,dab(a)1
'dokjumont/ noun an error in photo-
graphing documents for microfilm, where
the same image appears twice

double elephant /,dab(s)l 'elifont/
noun 1. alarge size of drawing paper (40 x
27 inches) 2. US a book size up to 50
inches high

double exposure /,dab(a)l 1k'spou3zo/
noun two images exposed on the same
piece of photographic film, usually used
for special effects

double image /,dab(s)l 'tmid3z/ noun
two pictures formed when the plates are
out of register

double line spacing /,dab(s)l 'lain
,speisig/ noun a style of leaving a white
line between lines of text

double page spread /,dab(a)l perd3
'spred/ noun 1. afeatureor articlethat fills
two facing pages of a newspaper or maga-
zine 2. two facing pages, designed to be
seen together, the illustrations or text
forming one whole design. Abbr DPS
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double quotation marks /,dab(s)l
'kwouts/, double quotes, double
inverted commas plural noun printed
signs (* "), used to show that a piece of text
has been quoted o The name of the
company should be put in double quotes.
double rule /,dab(a)l 'ru:l/ noun arule
made of two lines

double spacing /,dab(a)l 'speisiy/
noun text typed with an extra white line
between each line

double spread /,dab(a)l 'spred/ noun
PUBL same asdouble page spread
double tone ink /,dab(a)l toun 'igk/
noun special ink for printing halftones,
which spreads out from the centre of each
dot asit dries and gives a stronger picture
doublure /dab'ljua/ noun alining, espe-
cially one made of leather or highly deco-
rated, inside the cover of a book

Dow etching /'dau ,etfip/, Dow etch
process noun aform of process engraving
using magnesium aloy plates instead of
zinc, giving very fine lines

downer /'dauna/ noun a break in the
web, which makes the printing press stop
download /,dauvn'loud/ verb to move
information from one electronic source to
another storage device o The printer down-
loaded the pdf from the ftp site.
downloadable /daon'loudab(a)l/
adjective available to be downloaded
downloadable fonts
/,davnloudab(9)l 'fonts/ plural noun fonts
or typefaces stored on adisk, which can be
downloaded or sent to a printer and stored
in temporary memory or RAM

downrule /'davnru:l/ noun a vertical
line used to separate columns of text
down stroke /'davn strouk/ noun a
wide heavy section of acharacter
downtime /'dauntarm/ noun
during which a computer is unusable
DP abbreviation data processing
d.p.i. /,diz piz 'ar/, dpi abbreviation dots
per inch o a 300 d.p.i. black and white A4
monitor o a 300 dpi image scanner

DPS abbreviation double page spread
draft /dra:ft/ noun 1. a rough form of
something written, drawn or planned o The
editor has seen the first draft of her new
novel. 2. a written order for money to be
transferred from one bank to another m
verb to make a first rough plan of a docu-
ment o She was asked to draft the blurb for

time

the series. o The contract is still being
drafted.

drafting machine /'dra:ftig ma, fimn/
noun a piece of equipment used in a
drawing office, with things such as rules,
scales, set squares and a head for attaching
a plotting pen, all attached to an angled
drawing board

draft printing /dra:ft 'printig/, draft-
quality printing noun low-quality, high-
speed printing

draftsman /'dra:ftsmon/,
draughtsman /'dra:ftsmon/ noun a
person who draws plans, especialy archi-
tectural plans

drag /dreeg/ verb to move a mouse while
holding the button down, so moving an
image or icon on screen

dragon’s blood /'dreg(e)nz blad/
noun a red pigment used to cover etching
plates to protect the parts that are not to be
etched

drama /'dra:zma/ noun plays performed
inthe theatre or on radio or TV, or asingle
play o They are publishing a contemporary
drama series.

drama critic /'draima kritik/ noun a
reviewer for a newspaper who writes
reviews of plays

dramatisation /drematar'zeif(o)n/,
dramatization noun 1. the act of adapting
something such as novel for cinema, televi-
sion or the theatre 2. a film, television
programme or play which has been
adapted from anovel

dramatise /'dremotaiz/, dramatize
verb to adapt something such as novel for
cinema, television or the theatre o The
novel was dramatised by J. Smith.

draughtsman /'dra:ftsmon/
another spelling of draftsman

draw /dro:/ verb 1. to make a picture
using a pencil or pen o She has drawn the
designs for the new covers. o The maps
have all been drawn by hand. 2. to pull
something o Type which has not been
secured may be drawn out of the forme by
the printing rollers.

drawdown /'dro:daun/ noun a way of
comparing two printing inks (NOTE: The
inks are spread on paper with a spatula
and their shades and opacity are
compared when dry.)

drawing /'drog/ noun a picture which
has been drawn by an artist o The book is

noun
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illustrated with line drawings by the
author.

drawing board /'dro:g boid/ noun a
large flat surface on which an artist or
designer can draw, sometimes with an
adjustable sloping top

drawing paper /'dro:ig ,perpa/ noun
white cartridge paper, used by artists
drawing pin /'droimy pin/ noun a pin
with a flat head used for attaching notices
to aboard

drawing program /'drop
,prougraeem/ noun software that allows the
user to draw and design on screen. » paint
program

drawing tools /'drouy tu:lz/ plural
noun the range of functions in a paint
program that alows the user to draw,
normally displayed as iconsin atoolbar
drawn-in /dro:n 'in/ adjective relating
to a binding style where the cords are
pulled through holes in the cover boards
and then glued down

drawn-on cover /dromn on 'kavo/
noun a binding style where the cover is
glued directly onto a book block made of
one or more signatures sewn or glued
together

draw up /,dro: 'ap/ verb to prepare and
write out a document

Dreamweaver /'driirmwiivo/ a trade
name for a webpage and web application
design tool

dressing /'dresig/ noun 1. the act of
making ready printing cylinders by
packing, to change the density of the
impression 2. the process of loading
various fonts into a phototypesetter

drier /'drare/ noun another spelling of
dryer

drill /dr1l/ verb to make holes in the
margins of leaves for loose-leaf binding
drilled and strung /,drild on 'strap/
adjective bound by making holes through
each leaf or signature, and then attaching
them together with a thread

drive /drarv/ noun 1. energy or an ener-
getic way of working 2. apart of amachine
which makes other parts work m verb to
make a machine work, or a car or other
vehicle go in a particular direction

driven roller /,driv(a)n 'raula/ noun a
roller in a printing press which isdriven by
the motor, and which pullsthe web through
the press

drive out/,drarv 'aut/ verb to expand the
number of pages in a book by increasing
the spaces between words or lines

DRM abbreviation digital rights manage-
ment

drop /drop/ noun 1. afall 2. the amount of
spaceleft when atext startslower down the
page than normal o There should be a
10mm drop at the beginning of the chapter.
m verb 1. to fal o Sales have dropped by
10%. 2. to bring down the text, leaving a
blank space o The chapter entry should be
dropped six lines. 3. to unlock the forme
after printing, so as to release the type
which is then ready for distribution 4. to
decidenot to do or use something any more
o We decided to drop the title from the
Soring list. o The education committee
have dropped our Geography course from
their list of adoptions.

drop cap /'drop keep/ noun alarge-size
initial letter at the beginning of a chapter,
which runs down over several lines of text.
Also called drop initial

drop-down menu /drop daun
'menju:/ noun avertical list of optionsthat
appears on clicking on an item on a
computer screen. It remains visible until
one of the options has been selected by
clicking on it.

drop folio /'drop ,fouliou/ noun a page
number printed at the foot of the page
drop guides /'drop gaidz/ plural noun
bars at the side of a paper feed which place
the sheets in the correct position

drop in /'drop 'in/ verb to put a block of
text or an illustration into a space left in a
typeset page

drop initial /'drop 1,n1f(s)l/ noun same
asdrop cap

drop-out blue /,drop aot 'blu:/ noun a
specia blue pencil used to write on
bromides or on other artwork, which does
not reproduce when filmed

drop-out halftone /drop aut
'ha:ftoun/ noun ahalftone that has no dots
on the highlighted sections which are just
white paper

dropped heads /,dropt 'hedz/ plural
noun chapter heads which begin several
lines down the page throughout a book
drop ship /,drop 'f1ip/ verb to deliver a
large order direct to a customer without
going through an agent or distributor,
though the invoice for the shipment may be
sent to the agent
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drop shipment /'drop ,fipmont/ noun
the delivery of a large order from the
manufacturer direct to acustomer’s shop or
warehouse, without going through an agent
or wholesaler

drum /dram/ noun alarge cylinder
drum plotter /'dram ploto/ noun a
computer output device that consists of a
movable pen and a piece of paper wrapped
round adrum that rotates, creating patterns
and text

dry end /'drar end/ noun the end of a
fourdrinier papermaking machine where
the wet web of paper is passed between hot
rollersto dry it

dryer /'drara/, drier noun 1. a machine
which dries, especially one for drying ink
2. an ingredient added to ink which speeds
up the drying process

dry indicator test /'drar ,indikerto
.test/ noun atest of the resistance of paper
to liquids

drying cylinder /'drany ,silinda/ noun
a heated cylinder over which newly made
sheets of paper pass to be dried

drying time /'drang taim/ noun the
time taken for ink to dry on a printed sheet
dry ink /'drar mk/ noun powdered ink
used in some photocopiers

dry litho /'drar Jlai®au/ noun an offset
plate which does not need dampening to
distribute the ink

dry mounting /,drar 'mauntip/ noun a
way of mounting photographs so that they
are flat, by using adhesives which stick
when pressed

dry offset /,drar 'nfset/ noun a letter-
press process, using a letterpress plate on
an offset litho press

dry point /'drar point/ noun amethod of
etching with a needle directly onto a
copper plate without using acid, used for
retouching etched plates

dry proofing /drar 'pru:fig/ noun a
method of making colour proofs using dry
inks

dry-transfer lettering /,drar
traensfs: 'letory/, dry-transfer process
noun letters or other symbols which are on
the back of a sheet of plastic and can be
transferred to paper by rubbing
dry-transfer sheet /drar 'treensfs:
Jitt/ noun a sheet of letters used for the
dry-transfer process

DTP abbreviation desktop publishing

dual pricing /,dju:al 'praisig/ noun the
method of giving different prices to two
books which are substantially the same,
e.g. one price for abook sold through retail
outletsand alower pricefor the same book,
with possibly a different cover, sold by
mail order. Compare partial remain-
dering

duck-foot quotes /,dak fut 'kwoauts/
plural noun same as guillemets

duct /dakt/ noun acontainer for ink in a
printing machine

duct roller /'dakt ,roula/, ductor roller
noun aroller that takes ink and supplies it
to the distributing rollers which ink the
forme

due /dju:/ adjective expected to arrive or
happen at a particular time o due to
because of o to fall due, to become dueto
be ready for payment

dues /dju:z/ plural noun books for which
orders have been taken, but which cannot
be supplied until fresh stock arrives. Thisis
because they are either subscription orders
recorded for a new title or orders for a
backlist title which is being reprinted.

dues report /'dju:z ri,poit/ noun a
listing of titles and the number of dues
which have been logged

duke /dju:k/ noun an old paper size used
for notepaper

dull-coated paper /dal  koutid
'perpa/ noun US coated paper which hasa
matt finish (NOTE: The UK term is matt art
paper.)

dummy /'damr/ noun an imitation
product to test the reaction of potential
customers to its design, especially a book
with a cover but blank pages, or with only
afew specimen pages showing layouts
dummy pack /'dami pzk/ noun an
empty pack for display in ashop

dummy text /dami ‘'tekst/ noun
jumbled letters or words, or a piece of
meaningless or irrelevant text, which is
used in the place of real text when putting
together a layout. Also called greeked
text, placeholder text

dump /damp/ verb o to dump goods on
a market to get rid of large quantities of
excess goods cheaply in an overseas
market

dump bin /'"damp bin/ noun a display
container like a large box which is filled
with goods for sale



dye transfer print

dumping /'dampig/ noun the act of
getting rid of excess goods cheaply in an
overseas market o dumping of cheap
paperbacks on the European mar ket
duodecimo /,djuou'dekimou/
PRINTING Same as twelvemo
duotone /'djuioutoun/ noun same as
duplex halftone

duplex /'dju:pleks/ noun paper made of
two sheets of different colour or finish,
stuck together back to back

duplex cut /'dju:pleks kat/ noun
different widths of paper cut from the same
reel

duplex halftone /,djuzpleks
'ha:ftoun/ noun a two-colour halftone
printed from a monochrome original, the
screen angle of each negative being
different. Also called duotone

duplicate noun /'dju:plikat/ an extra
copy of a book or document aready in
stock m verb /'djurplikert/ to make an
exact copy of something

duplicate plate /'djuiplikot plert/
noun a plate made from the original plate
duplication /dju:pli'kerf(e)n/ noun
the copying of documents

duplicator /'dju:plikerta/ noun a
machine that makes copies of documents
durable /'djuarab(a)l/ adjective lasting a
long time o This cover material is not as
durable as the previous batch.

dust jacket /'dast ,dzekit/, dust cover
/'dast ,kava/ noun a paper book cover,
often illustrated, which protects the hard
binding of the book and can be removed
dutiable goods /,dju:tiob(a)l 'gudz/,
dutiable items plural noun goods on
which a customs duty hasto be paid

noun

duty /'dju:ti/ noun atax which has to be
paid

duty-free/,dju:ti 'fri:/ adjective with no
duty to be paid. Also called free of duty
DVD /di: vi: 'diz/ noun an optica
compact disc that can store alarge quantity
of video, audio or other information. Full
form digital video disc

DVD-ROM /di: vi: 'di: ,rom/ noun a
high-capacity optical disc on which data
can be stored but not altered. Full form
digital video disc read only memory
Dvorak keyboard /'dvorrek kirbo:d/
noun a keyboard with frequently used keys
placed near the centre for quicker typing
dwell /dwel/ noun a short time during
which a hand-worked press is in contact
with the paper, or when a blocking tool is
in contact with cover material

dye /dai/ noun acolouring substance used
to give a materia a permanent colour m
verb to give a material a permanent colour
dyeline paper /'dailain ,perpa/ noun
same asdiazo paper

dyeline print /'dailain print/ noun a
proof in the form of a print taken directly
from film

dyeline process /'dailain prouses/
noun a cheap method of proofing where
specia coated paper is contacted to film
and then devel oped usually in blue or black
dye-sublimation /,dax ,SAblr
'me1f(e)n/ noun a method of high-quality
printing, using heated sheets of dye which
sink into the specially-coated paper

dye transfer print /'dar  treensfa:
.print/ noun afull-colour print made from
artwork direct onto coated paper, used for
display material where only a few copies
arerequired



E

E13B noun a font used in magnetic ink
printing on cheques
EAN abbreviation
number
e. & 0.e. abbreviation words written on
an invoice or estimate to show that the
company has no responsibility for
mistakes in the invoice. Full form errors
and omissions excepted
ear /1a/ noun the small space at the side of
the masthead on a newspaper, used for
advertising
early selling /3:l1 'selin/ noun the
selling of abook by abookseller beforethe
publication date set by the publisher
earmark /'roma:k/ verb to put something
on one side for a particular purpose
earpiece /'topi:s/ noun a small adver-
tisement placed at the side of the masthead
on a newspaper
easer /'izzo/ noun a substance added to
ink to make it more fluid and less sticky
e-book /'i: buk/ noun a battery-powered
portable reading device displaying text on
a high-resolution screen. Also called elec-
tronic book
‘Almost every IT expert in the world is
agreed that the book faces a
revolutionary challenge from e-books
and e-paper. Carr says: “In the next five
to 10 years, maybe much sooner, we'll
see a decent, ultra-lightweight, portable
e-paper device that allows book loversto
download titles straight from the
internet”.’ [The Observer]
e-book reader /'i: buk rizds/ noun a
piece of software which allows e-books to
be read on aPC
ECGD abbreviation Export Credit Guar-
antee Department
e-collaboration /'i: ko, leborerf(o)n/
noun collaboration among people or

European article

organisations made possible by means of
electronic technologies such as the
Internet, video conferencing and wireless
devices

e-commerce /i: 'koms:s/ noun the
exchange of goods, information, products,
or services via an electronic medium such
asthe Internet

e-copy /'iz ,kopi/ noun an electronic copy
of a document, especially an e-mail text
that has a primary destination as an elec-
tronic message and asecondary destination
as aprinted copy

ed. abbreviation pusL edition

edge /ed3/ noun 1. one side of a flat
thing; for a book, one of the three sides
where the paper has been trimmed o The
edges of the book are coloured. o The
printer has printed the figures right to the
edge of the printout. 2. an advantage over
somebody else o Having a local office
gives us a competitive edge over Smith Ltd.
edge enhancement /'ed3
Jhainsmont/ noun same as unsharp
masking

edge planing /'ed3 ,plemnig/ noun the
act of cutting the edge of a printing plate
EDI abbreviation electronic data inter-
change

edit /'edrt/ verb 1. to change, correct or
modify text or films 2. to prepare a docu-
ment for publication 3. o to edit down to
reduce the extent of atext by cutting in the
editorial department o They edited the
autobiography down from 1,000 pages of
single-spaced typescript to make a 250-
page paperback. o to edit something out
to delete something from the text o He
asked the copy editing department to edit
out all referencesto the Prime Minister.
edit. abbreviation pusL edition

edited /'edrt1d/ adjective relating to work
consisting of one or several separate items



edutainment

prepared for publication by somebody
other than the author

editing /'editig/ noun the process of
preparing a manuscript for publication o
The book is with the editing department. o
The editing of the text will take at least six
months. o Can the editing be done directly
on the screen?

editing symbol /editig smmb(a)l/
noun a character on microfilm to aid posi-
tioning, cutting and editing of the frames
editing terminal /'editip ,t3:min(a)l/
noun a computer terminal on which text is
shown which can be edited

edition /n'dif(e)n/ noun a particular
version of abook, magazine, newspaper or
TV or radio programmewhich is printed or
broadcast at one time

edition binding /i'dif(e)n ,bamndig/
noun amass-produced binding style where
the book is cased, with a plain cloth
binding, usually covered with ajacket
editio princeps /n,ditisu 'prinseps/
noun the first printed edition of a piece of
writing (NOTE: From the Latin meaning
‘first edition’.)

edit key /'edit ki:/ noun a key which
starts afunction that makes an editor easier
to use

editor /'edita/ noun 1. a person who
changesor correctstext or films2. aperson
in charge of publishing a newspaper or
magazine who makes the final decisions
about the contents and format

editorial /.edr'torriol/ noun the main
articlein anewspaper, written by the editor
m adjective relating to an editor

editorial board /edr'tomrial bo:d/
noun a group of people with the power to
make decisions about the contents of docu-
ments

editorial content /,edr'torrial
kontent/ noun creative copy produced for
usein apublication

editorial department /.edr'to:rial di
,pa:tmont/ noun a department in a
publishing company which deals with the
in-house editing of books

editorial duties /edr'tomrial ,djuiz/
plural noun the work of an editor or copy
editor

editorial process  /.edr'torrial
,prouses/ noun al the stages of work
involved in checking and editing a piece of
copy

editorial schedule /edr'torrial
Jedju:l/ noun a list of dates for al the
editoria processes of a book including
copy editing, design, author’s queries and
libel checking

editorial services  /edr'tomrial
,s31visiz/ noun work that can be done by
an outside person or company, producing
or checking editorial content

editorial team /,edr'to:rial ,tizm/ noun
all the peopleinvolved in editing a piece of
work from initial submission to publica
tion

editorship /'editof1p/ noun the post of
editor, especialy on a newspaper

edit window /'edrt ,windou/ noun an
area of the screen in which the user can

display and edit text or graphics
EDP  abbreviation electronic  data
processing

educational /edju'kerf(e)nal/ adjec-
tive 1. giving knowledge, instruction or
information 2. relating to or concerned
with education o They have a strong
educational salesforce.

educational contractor /edju
'kerf(a)nal kon,trekta/ noun 1. a
company that has a contract to supply a
school with books, stationery and other
items 2. abookseller who has a contract to
supply school books to alocal educational
authority

educational list /,edju'ke1f(a)nal list/
noun a group of books published by one
publisher for the educational market
educational publisher  /edju
'kerf(a)nal ,pablifa/ noun a publisher
who publishes books for use in schools or
collegeso A small educational publisher is
for sale.

educational representative /edju
'ke1f(a)nal ,reprizentativ/, educational
rep noun a publisher’s representative who
visits schools and colleges to show books
to teachers

educational showroom /edjo
'kerf(a)nal , fouruim/ noun aroom where
educational books and equipment are on
show, so that teachers can look at them and
decide what to buy

educational supplier /,edju
'kerf(a)nal s9,plara/ noun a wholesaler
who specialises in supplying educational
equipment or books to schools
edutainment /edju'teinmont/ noun
television programmes, computer software



effect

or other media content intended both to
entertain and educate users

effect /i'fekt/ noun 1. the result of some-
thing 2. meaning m verb to carry something
out o to effect a payment to make a
payment

effective date /r'fektiv dert/ noun the
date on which arule or a contract starts to
be applied

effectiveness /i'fektivnos/ noun the
fact of working or producing results o |
doubt the effectiveness of advertising
learned journals on television. » cost-
effectiveness

effort /'efot/ noun the use of the mind or
body to do something o The salespeople
made great efforts to increase sales. o
Thanks to the efforts of the finance depart-
ment, overheads have been reduced. o If
we make a bit more effort, we should clear
the backlog of orders.

EFL abbreviation epuc English as a
Foreign Language

€.g. abbreviation for example or such aso
The contract is valid in some countries
(e.g. France and Belgium) but not in
others. (NoTE: From the Latin phrase
‘exempli gratia’.)

eggshell antiqgue /'egfel an,tik/
noun bulky antique paper with an eggshell
finish

eggshell finish /'egfel (finif/ noun a
dull smooth finish to paper which has not
been calendered

EGM abbreviation Extraordinary General
Meeting

Egyptian ' dglpf(a)n/ noun a typeface
with adab serif

eighteenmo /,erti:n'mou/ noun same as
octodecimo

18mo abbreviation eighteenmo

eight to pica leads /et to 'paika
Jledz/ plural noun pieces of thin meta
leading, eight of which form one pica
eightvo /'ertvou/ noun same as octavo
8v0 abbreviation octavo

e-learning /'i: 13:nig/ noun the acquisi-
tion of knowledge and skill using elec-
tronic technologies such as computer- and
Internet-based courseware and local and
wide area networks

electro /1'lektrou/ noun same aselectro-
type

electronically /elek'tronikli/ adverb
referring to operations using electronic

methods o The text is electronically trans-
mitted to an outside typesetter.
electronic book /elektronik
noun same as e-book
electronic composition /,elektronik
Jkompa'zif(a)n/ noun text manipulation
by computer leading to automatic typeset-
ting and page make-up
electronic compositor /elektronik
kom'ppozita/ noun a computer that allows
a user to arrange text easily on screen
beforeit is electronically typeset
electronic data interchange
/,elektronik 'derto intotfeind3/ noun a
system of sending commercial data over a
network or telephone line using an elec-
tronic mail system. Abbr EDI
electronic data processing
/.elektronik 'derto prousesin/ noun
computer-based tasks involving the input
and manipulation of data, usually using
database programs. Abbr EDP
electronic  editing  /elektronik
'editig/ noun the electronic selecting and
assembling of audio and visual material;
there are no mechanical splices, lifts or
reprints
electronic file /elektronik 'fail/ noun
text in the form of a set of data that can be
sent from an editor to the typesetter
through a computer network
electronic  journal /elektronik
'd33:n(9)l/ noun a journa that is trans-
mitted via a computer network
‘Unlike print journas, which libraries
own and can keep forever, electronic
journals are provided to libraries under a
kind of lease. Libraries pay for the
privilege of having access to the journals
online. But many libraries fear they
won't be able to retrieve back issues
should this access abruptly end.
[The Chronicle of Higher Education]

electronic journalism /elektronik
'd33:m(9)liz(e)m/ noun news coverage
that is transmitted electronically, e.g. by
television or over the Internet

electronic library  /elektronik
'latbrori/ noun texts and documents that
are available through a computer network
electronic magazine /elektronik
,m&gda'ziin/ noun a magazine that is
distributed online over acomputer network
rather than being printed on paper
electronic page composition
/,elektronik 'perd3 kompazif(a)n/ noun

'buk/



emboss

a system comprising colour scanning,
retouching and colour correction, proofing,
page assembly and output of films by
computer methods. Abbr EPC

electronic payment system
/,elektronik 'permont ,sistom/ noun a
means of making payments over an elec-
tronic network such as the Internet

electronic point of sale /,elektronik
,point av 'seil/ noun full form of EPOS

electronic publishing /elektronik
'pablif1y/ noun the process and business
of producing books or journas in elec-
tronic form, e.g. as e-books or for online
access

electronic register control
/,elektronik 'redzisto kon,troul/ noun
control of the register on web-fed presses,
using electronic devices

electronic rights /elektronik 'rarts/
plural noun the right to publish and sell
copyright material using electronic devices
such as CD-ROM or the Internet

electronic  scanner /elektronik
'skeena/ noun a machine that produces
colour separations by scanning colour
artwork

electrophotography 1,lektraufo
'tografi/ noun a general term for methods
of recording optical images by means of
light acting on a photoconducting insu-
lator, static charge and an image created by
atoner which is then fixed by heat or pres-
sure

electrostatic printing It
Jlektroustetik 'printig/ noun a copying
process, where the surface of the paper is
charged electrically and powdered ink is
spread on it; the ink adheres to the charged
surfaces and is then heated to fix it to the
paper

electrotype /1'lektrautaip/ noun atype
of printing plate made from a mould and
coated with copper or nickel. Also called
electro

e-legal deposit /'i: lizg(e)l di,ppzit/
noun the deposit of electronic documents
in library facilities for storage and preser-
vation

element /'eltmoant/ noun 1. one of the
single parts that make up a whole 2. the
basic and most important part of a subject

elephant /'elifont/ noun a former book
size, 23 x 14 inches. » double elephant

elephant folio /'elifont fouliou/ noun
a book size from 61 to 63.5 cm/24 to 25
inches in height
elhi, EI-Hi noun US publishing for the
elementary and high school markets o an
elhi publisher o He has written a math
course for the elhi market.
elision /1'li3(a)n/ noun omission of a
character which is not essential to under-
standing the meaning of a series of charac-
ters, e.g. using ‘it's’ to mean ‘it is
ellipsis /'lipsis/ noun a series of three
dots, used to show that part of a text is
missing
Elmendorf tear test /'elmondo:f ted
,test/ noun atest carried out in paper mills
to check the resistance of paper to tear, in
which a dlit is made in a sample of paper
held in clamps and the force needed to
completely tear the paper is measured
ELT noun the teaching of English to non-
native speakers of English. Full form
English Language Teaching
em /em/ noun a measure of width of type,
equivalent to the point size used: oneemin
8 point is 8 points wide
COMMENT: The em is taken as the width of
a capital M which varies according to the
point size of type. The pica em has been
standardised at 4.23mm wide, which is
equivalent to 12 points. It is also called
mutton when referring to the width of the
letter M.
e-mail /'i: meil/ noun messages sent on a
computer using a modem and telephone
lines to other users of anetwork or bulletin
board. Also caled electronic mail
e-mail shorthand /'i: meil ,[o:thand/
noun the set of acronymsand abbreviations
for common phrases originally used in e-
mail and subsequently in chat rooms,
instant messaging and newsgroup postings
e-marketing /'i: ,makitig/ noun
marketing using the Internet, concentrating
on methods such as web page design,
advertising, newsgroup targeting, sales e-
mails etc
embedded command /im,bedid ko
'ma:nd/ noun a printing command which
is keyboarded into text, and which appears
on the screen but does not appear in the
final printed document
emboldening /im'bold(e)n/ noun the
act of making aword print in bold type
emboss /im'bos/ verb to press a mould
on the underside of something so that the
surface standsout inrelief o Theaddressis
embossed at the top of each piece of note-



em dash

paper. o The book has an embossed |eather
binding. Compare deboss

em dash /'em daJ/ noun adash whichis
the length of an em, used to separate
words. Also caled em rule, long dash

emerald /'em(o)rald/ noun aformer type
size, equivalent to 6 1/2 point

emmage /'emid3z/ noun the total area of
the type, expressed in ems

em quad /'em kwod/ noun a space
printed that is equal in sizeto an em

em rule /'em ru:l/ noun same as em
dash

ems per hour /.emz p3: 'aud/ plural
noun the rate of production of characters
from a machine or operator

emulsion /'malfan/ noun alight-sensi-
tive coating on photographic film or paper
emulsion side /i'malfon sard/ noun
the coated dull side of film which is placed
in contact with the emulsion side of
another film or plate, to give a clear image

en /en/ noun a measure of width of type
which is half the size of an em

enamel paper /1'n&m(a)l ,peipa/ noun
US paper that has been coated with alayer
of clay and size to make it shiny and
smooth (NOTE: The UK term is coated
paper.)

encapsulate /in'kepsjulert/ verb to
capture the main points of something in a
very small space or within a single object
or event

encapsulated /in'kapsjulertid/ adjec-
tive contained within something else

encapsulated PostScript /i
keapsjulertid 'paustskript/ noun Post-
Script commands which describe an image
or page contained within afile that can be
placed within a graphics or DTP program.
Abbr EPS

encapsulated PostScript file /in
keapsjolertid 'paustskript ,farl/ noun a
file that contains encapsulated PostScript
instructions  together with a preview
bitmap image. Abbr EPSF
COMMENT: An Encapsulated PostScript file
contains  PostScript commands that
describe an image or page, the commands
are stored in a file and this can be placed on
a page; an encapsulated PostScript file
often contains a preview image in TIFF or
PICT format.
enclose /in'klouz/ verb to send some-
thing in the same envelope

enclosure /m'klou3a/ noun a document
enclosed with a letter o letter with enclo-
sures

encrypt /in'kript/ verb to convert plain-
text to a secure coded form, using a cipher
system o the encrypted text can be sent
along ordinary telephone lines
encryption /in'kripfon/ noun the
conversion of plaintext to a secure coded
form by means of acipher system

‘The VPN solution will provide user
confidentiality and authenticity through
data encryption which allows only
authorised users to access corporate
networks.” [DMEurope]
encyclopedia /in,saiklo'pi:dia/, ency-
clopaedia /insaikla'pi:dia/ noun a book
or set of books offering comprehensive
information on all or specialised areas of
knowledge. Also called cyclopedia
encyclopedic /in,saiklo'pi:dik/ adjec-
tive covering or including a broad range of
detailed knowledge such as is found in an
encyclopedia
encyclopedist /in,saikla'pi:dist/ noun
acompiler of or contributor to an encyclo-
pedia
end /end/ noun the final point or last part
of something o at the end of the contract
period m verb to finish o The distribution
agreement ends in July. o The chairman
ended the discussion by getting up and
walking out of the meeting.
en dash /'em daJ/ noun ashort dash like
a hyphen, as long as an en, showing that
two words or figures are joined together.
Also cdled en rule, en score
end even /end 'iiv(e)n/ adjective
making sure that thelast linein atext being
setisafull line
end in /'end 1n/ verb to have something
as a result o The AGM ended in a fight
between rival groups of shareholders. o
Thelibel case ended in an apology fromthe
editor.
ending /'endig/ noun the final part of a
document
end matter /'end ,mata/ noun PUBL
same as back matter
endnote /'endnout/ noun a note of
comment or reference placed at the end of
a chapter, book or essay
endnotes /'endnoauts/ plural noun notes
that are printed at the end of a chapter, as
opposed to footnotes which are printed at
the bottom of the page



equal

endpapers, endsheets plural noun
pages of thicker paper at the front and back
of a book, glued to the first and last text
pages and then glued to the cover o The
limited edition has marbled endpapers.

end product /end 'prodakt/ noun a
manufactured product, made at the end of
a production process

end sign /'end sam/ noun a printer's
flower used to indicate the end of an article
in newspapers or magazines

end user /,end 'ju:za/ noun a user of a
computer program or any electronic
system

engine-sized paper /'end3in saizd
,peipa/ noun paper made from pulp to
which size has been added, as opposed to
tub-sized paper in which the size is added
after the paper has been made

English /'igglif/ noun the English
language, together with literature written
init, as asubject of study

English finish /'mglif finif/ noun US
a type of smooth calendered paper finish,
inferior in quality to coated paper (NOTE:
The UK term is imitation art paper.)

engrave /in'grerv/ verb to cut a design
on metal, wood or glass

engraver /in'grerva/ noun aperson who
engraves plates for printing

engraver’s proof /in'grervoz pru:f/
noun a proof of an engraving or line
drawing

engraving /in'grervig/ noun 1. the act
of preparing a printing surface by etching
the surface of a metal plate 2. an illustra-
tion made by printing from an engraved
plate

COMMENT: The term ‘engraving’ does not
mean the same in printing as it does in fine
art. An artist engraves a plate by cutting fine
lines on it with a burin (a type of sharp
needle); the image is formed by putting ink
into the cut lines, and wiping excess ink off
the flat top surface. In printing, the opposite
is the case, as photoengraving etches (with
an acid) the non-printing surfaces, leaving
the top surface to carry the ink.
Photoengraving can be used for
reproducing either line drawings (where
tones are represented by lines of ink) or
halftones (where the tones are conveyed by
many little dots of different sizes).

enhance /in'ha:ns/ verb to make some-
thing clearer o to enhance a photograph

enlarge /in'la:dz/ verb to make some-
thing bigger

enlargement /in'la:dzmant/ noun the
process or result of making something
bigger
enlarger /in'la:d3a/ noun adevicewhich
makes photographic prints which are much
larger than the negative
enlighten /mn'lart(o)n/ verb to give clar-
ifying information to somebody
ennage /'enid3/ noun the total area of
type, expressed in ens
en quad /'en kwod/ noun a space that is
half the width of an em quad space
en rule /'en ru:l/, en score noun same as
en dash
entertainment expenses /ento
'ternmant 1k,spensiz/ plural noun money
spent on giving meals to business visitors
entitle /in'tait(a)l/ verb 1. to give atitle
to something such as a book o He is the
author of a book entitled ‘Decline and
Fall’. 2. to give somebody the right to
something o As an author, he's entitled to
a discount.
entitlement /mn'tart(o)lmont/ noun a
right
entry /'entri/ noun a single record in a
database, dictionary or catalogue
EPC abbreviation electronic page compo-
sition
ephemera /1'femara/ plural noun items
relating to a specific event or topic which
are designed to last for a very short time,
e.g. theatre programmes, pamphlets or
newspaper cuttings
‘Libraries have to make room for new
books by discarding outdated ephemera,
but dumping all older booksis adisgrace
and a disservice to users. The problem is
that deciding what to keep takes more
knowledge than many library managers
have, so they adopt the motto “when in
doubt, chuck it out”.” [Bristol Evening
Post]
epigraph /'epigref/ noun a quotation
used at the beginning of a book, as part of
the prelims
EPOS /'i:pps/ noun asystem where sales
are charged automatically to a customer’s
credit card and stock is controlled by the
shop’s computer. Full form electronic
point of sale
EPS abbreviation encapsulated PostScript
equal /'i:zkwal/ adjective same in size,
amount or degree m verb to be the same as
something o Production this month has
equalled our best month ever.



equally

equally /'i:zkwali/ adverb to the same
extent o Costs will be shared equally
between the two parties. o They were both
equally responsible for the disastrous
launch.

equal opportunities programme
/,itkwal ppa'tjuinitiz ,provgraeem/ noun
a programme to avoid discrimination in
employment (NOTE: The US term is affirm-
ative action program.)

equals sign /'i:zkwalz sain/, equal sign
noun a printed sign (=) used to show that
two things are equa

equip /1'’kwip/ verb to provide with
machinery o to equip a printing workswith
new machinery o The office is fully
equipped with word processors.
equipment /t'’kwipmont/ noun
machinery and furniture needed to make an
office or factory work

erase /i'reiz/ verb 1. to remove marks
from paper 2. to delete something from a
computer

erratum /e'ra:tom/ noun a correction to
aprinted document that is added on asepa-
rate slip of paper after publication (NOTE:
The plural is errata.)

erratum slip /e'ra:tom slip/, errata slip
/e'ra:ta slip/ noun a small piece of paper
inserted into a book with corrections to
important mistakes which have been
noticed since the book was printed
erroneous /i'raunias/ adjective wrong
or not correct o an erroneous reading of
the text

error /'era/ noun amistake

error rate /'ers rert/ noun the number of
mistakes per page or per thousand entries
errors and omissions excepted
/,eraz and au,mif(a)nz 1k'septid/ phrase
full formof e. & o.e.

erudite /'ervdait/ adjective having or
showing great knowledge gained from
study and reading

erudition /eru'dif(e)n/ noun knowl-
edge acquired through study and reading
escalator clause ['eskalerto klo:z/
noun a clause in a contract which alows
for increased royalties as sales increase

COMMENT: In such a clause, the royalty may
only be 5% for the first printing of 2000
copies, but will increase to 7.5% for the next
2000 copies, then to 10% and finally 12.5%
for sales beyond (say) 10,000 copies.

escape clause /1'skerp klo:z/ noun a
clausein acontract which allowsone of the

parties to avoid carrying out the terms of
the contract under particular conditions

ESL abbreviation Epuc English as a
Second Language

ESOL /'i:sol/ abbreviation Ebuc English
for Speakers of Other Languages

ESP abbreviation Epbuc English for
Special Purposes

esparto /1s'pa:tau/ noun atype of thick
smooth paper made from a South Amer-
ican grass, which is very good for writing
or printing, or asthe body in coated papers,
but is liable to tear and is now not often
used

essay /'ese1/ noun ashort piece of prose
about a subject

essayist noun a person who writes
essays

establish /r'stablif/ verb 1. to create
something in a permanent way 2. to prove
that something is definitely true

establishment /r'stablifmont/ noun
1. a commercial business o He runs an
important printing establishment. 2. the
number of people working in a company

establishment charges It
'staeblifmont ,tfa:d3iz/ plural noun the
cost of people and property in acompany’s
accounts

estate /i'stert/ noun property left by a
dead person o The royalties are payable to
the author’s estate.

estimate verb /'estimert/ to calculate an
amount or quantity approximately m noun
/'estimat/ 1. a calculation of the probable
cost or size or time of something o These
figures are only an estimate. o at a
conservative estimate giving acalculation
which probably underestimates the final
figure o Their turnover hasrisen by at least
20% in the last year, and that is a conserv-
ative estimate. 2. a calculation of how
much something is likely to cost in the
future, given to a client so as to get him or
her to make an order o to ask a typesetter
for an estimate for typesetting 100,000
words of text o Before we can give the
order we must have an estimate of the total
costs involved.

estimated /'estimertid/ adjective calcu-
lated approximately o Estimated sales in
the first year should cover all originating
costs.

estimation /estr'merf(o)n/ noun an
approximate calculation
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estimator /'estrmerta/ noun a person
whose job is to calculate estimates for
carrying out work

e-system /'i: ,sistam/ noun an elec-
tronic communications or information
system

e-tailing /': ,terlig/ noun the selling of
goods and services using an electronic
network such as the Internet

etch /etf/ verb to use an acid to remove

selected layers of meta from a meta

printing plate leaving the printing surface

untouched

etching /'etfig/ noun an illustration

printed from a plate which has been etched
COMMENT: Etching consists of drawing the
design on metal with etching ink, then
exposing the metal to acid (the etching
solution).

Ethernet /'i:0onet/ noun a standard

defining the protocol and signalling

method of alocal area network

et seq. abbreviation and following (NOTE:
From the Latin phrase ‘et sequens’.)

EU abbreviation European Union

Euro /'juarau/ noun the official currency
of 12 countriesin the European Union

Europallet /juorou,pelit/ noun a
standardised pallet measuring 120 x
100cm, used in Europe

European /juara'pion/

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

European article number
/,juarapiion 'a:tik(e)l ,namba/ noun a
form of barcode used in Europe. Abbr EAN
European rights /,juara'pizon ,rarts/
plural noun the right to publish and sell a
book in Europe

adjective

European Union /,juarapion
'jurnian/ noun the political and economic
community of European countries. Abbr
EU

evaluate /1'veljuert/ verb to assess how
good something is by looking at the way it
works

evaluation /,velju'erf(o)n/ noun a
calculation of value

even number /,izv(s)n 'namba/ noun a
number that can be divided by two to give
awhole number

even pages /irv(o)n 'perdziz/ plural
noun pages with even numbers

even small caps /iwv(e)n smozl
'keeps/, even smalls plural noun small
caps used for awhole word, without a full
capital being used for the first letter. Also
called level small caps

even working /,izv(e)n 'wsikig/ noun
the number of printed pages printedin even
sections without oddments; usually a
number which can be divided by 16 or 32,
but sometimes calculated in multiples of
24 or 48. 320 pages is an even working;
328 is an uneven working.

ex- /eks/ preposition out of or from
exceed /1k'si:d/ verb to be greater than a
limit o He exceeded the speed limit.
except /ik'sept/ preposition, conjunction
not including o VAT islevied on all goods
and ser vices except books, newspapers and
children’s clothes. o Salesarerising in all
markets except the Far East.

excepted /ik'septid/ adverb not
including
exception /ik'sepfon/ noun things

which are different and not included
exceptional /ik'sepfon(a)l/ adjective
not usual or different

exceptional items /ik,sepfon(a)l
'aitomz/ plural noun items in a balance
sheet which do not appear there each year
exception dictionary /ik'sepf(e)n
.dikfan(a)ri/ noun a store of words which
do not follow normal rules for hyphenation
and have special word break requirements,
used for word processing and photocom-
position

exception report /ik'sepfan r1,po:t/
noun a report which only gives items that
do not fit in the general rule or pattern
excerpt /'eks3:pt/ noun a section or
passage taken from a longer work such as
abook, film, musical composition or docu-
ment
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exchange rate /iks'tfeind3 rert/ noun
the rate at which one currency is
exchanged for another. Also called rate of
exchange

excise /ik'saiz/ verb to cut something out
o Please excise all references to the agree-
ment from the minutes.

excise duty /'eksaiz ,dju:ti/ noun atax
on particular goods produced in a country,
e.g. acohol

exclamation mark /,eksklo'meif(s)n
ma:k/ noun apunctuation mark (!) used to
express surprise

exclude /ik'sklu:d/ verb to leave some-
thing or somebody out deliberately

excluding /ik'sklu:dig/ preposition not
including o All salesmen, excluding those
living in London, can claim expenses for
attending the sales conference.

exclusion /1k'sklu:z(a)n/ noun the act
of not including something or somebody

exclusion clause /1k'sklu:z(o)n klo:z/
noun a clause in an insurance policy or
warranty which says what items are not
covered by the policy

exclusive /ik'skluisiv/  adjective o
exclusive of not including o All payments
are exclusive of tax. o Theinvoice is exclu-
sive of VAT. o exclusive right to market a
product the right to be the only company
to market the product in a particular area

exclusive agent /ik, sklu:siv 'erdzont/
noun an agent who isthe only agent for the
publisher’s products in a particular terri-
tory

exclusive agreement /ik,sklu:siv o
'griitmant/ noun an agreement where a
company is appointed sole agent for a
product in a market

exclusivity /.eksklu:'siviti/ noun the
exclusive right to market a product in a
particular area o The contract gives the
British publisher exclusivity in the UK and
Commonweal th.

.exe /'eksi/ suffix a file extension for a
program file. Full form executable
execute /'eksikju:t/ verb to carry out a
plan or process

execution /.eksi'kju:f(a)n/ noun the
carrying out of an order

executive /1g'zekjutiv/ noun somebody
who is employed by a company or organi-
sation at a senior level m adjective putting
decisionsinto action

executive director /g ,zekjutiv dar
'rekta/ noun adirector who actually works
full-time in the company

executive  powers  /ig,zekjutiv
'pauaz/ plural noun the right to put deci-
sionsinto action o He was made managing
director with full executive powers over the
European operation.

exemplar /1g'zempla:/ noun acopy of a
book or text, especialy one from which
further copies have originated

exempt /ig'zempt/ adjective to be
alowed not to have to perform a duty,
service or payment o exempt from tax,
tax-exempt not required to pay tax o Asa
non-profit-making organisation we are
exempt from tax. o exempt from VAT
relating to goods or services to which VAT
should not be applied. » VAT m verb to free
something from having tax paid on it or
from having to pay tax o The government
exempted trusts from tax. o Food is
exempted from sales tax.

exemption /ig'zemp[(o)n/ noun the act
of making something exempt from a
contract or from atax

exemption from tax /ig'zemp[(s)n
from taks/ noun same as tax exemption
exercise /'eksasaiz/ noun a short piece
of work designed to help you learn some-
thing m verb to use something

exhibit /1g'zibit/ noun an item displayed
in amuseum, art gallery or court of lav m
verb to put something in a public place for
people to look at

exhibition /,eks1'bif(a)n/ noun acollec-
tion of objects displayed in apublic place
exhibition room  /eksr'bif(e)n
steend/, exhibition hall /eksi'bif(o)n
ho:l/ noun a place where goods are shown
so that buyers can look at them and decide
what to buy

exhibition stand  /eksi'bif(a)n
steend/ noun a separate section of an exhi-
bition where a company exhibits its prod-
ucts or services

exhibitor /1g'zibita/ noun a person or
company whose work is being displayed
ex libris /,eks 'librizs/ phrase used on
book plates followed by a name to show
who the owner is (NOTE: From a Latin
phrase meaning ‘from the books of’.)
exotic typefaces 1g'zotik
tarpfersiz/ plural noun non-Latin type-
faces such as Russian, Arabic, Hebrew or
Chinese
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expanded polystyrene /,1k,spendid
,poli'starrizn/ noun light solid moulded
plastic used for packing o The books were
delivered packed in expanded polystyrene
chips.

expanded type /ik,spaendid 'taip/
noun computer-generated type which has
been made wider than usual

expenditure /ik'spenditfa/ noun the
total amount of money spent on something

expense /ik'spens/ noun money spent
while doing something connected with
one'swork

expense account /ik'spens 9 kaont/
noun an arrangement with a company by
which they pay for necessary work
expenses

expenses /ik'spensiz/ plural noun
money paid to cover payments made by an
individual while on company business

expensive  /ik'spensiv/  adjective
costing a lot of money o PVC binding is
much more expensive than paper.

expert /'eksp3a:t/ noun somebody with a
great deal of knowledge, skill or experi-
ence in a particular subject or activity m
adjective having agreat deal of knowledge,
skill or experiencein aparticular subject or
activity

expert characters 'eksp3it
keariktoz/ plural noun special and rarely-
used characters such as small caps and
accent marks, which are usually found in a
separate font on aPC

expiration /ekspo'reif(s)n/ noun the
fact of something coming to an end o expi-
ration of a licence

expire /ik'sparo/ verb to reach the end of
the period of time for which something is
valid

expiry date /ik'sparori dert/ noun the
date on which something such as a docu-
ment, membership or piece of software
ceasesto bevalid

explode /ik'sploud/ verb to make a
picture of an object such as a car engine
showing the parts inside, each part being
shown separately but in the correct rela-
tionship to the rest

exploit /1k'sploit/ verb to use something
to make a profit o The company is
exploiting its contacts in the Ministry of
Trade. o We hope to exploit the full
marketing potential of the children’s book
range.

export noun /'ekspo:t/ the action of
sending goods to a foreign country to be
sold o the export trade or the export market
m verb /1k'spo:t/ to convert data from a
computer program into a form suitable for
adifferent program or environment
exportation /,ekspo:'terf(a)n/ noun the
act of sending goods to foreign countries
for sale

Export Credit Guarantee Depart-
ment /ekspo:t kredit ,garon'tir dr
,paitmont/ noun a British government
department which insures exports sold on
credit. Abbr ECGD

export department /'ekspo:t di
.pa:tmant/ noun the section of acompany
which dealsin salesto foreign countries
export duty /'ekspo:t ,dju:ti/ noun a
tax paid on goods sent out of a country for
sde

export edition /'ekspoit 1,dif(a)n/
noun a specia edition printed for the
export market

export house /'ekspo:t haus/ noun a
company which specialisesin the export of
goods made by other manufacturers
export licence /'ekspoit lais(a)ns/
noun a government permit allowing some-
thing to be exported o The government has
refused an export licence for computer
parts.

export manager /'‘ekspo:t ,manidzo/
noun a person in charge of an export
department in a company

export permit /'ekspo:t ,p3:mit/ noun
an official document which allows goods
to be exported

export price /'ekspo:t prais/ noun a
specia price put on a book for the export
market, which does not bear any relation to
the catalogue price in the publisher’'s home
market

exports /'ekspo:ts/ plural noun goods
sent to a foreign country to be sold o
Exports to Africa have increased by 25%.
export sales ['ekspo:t seilz/ plural
noun sales outside the country where a
company is based

export terms /'‘ekspo:t t3imz/ plural
noun specia terms offered to booksellers
who are buying for export, or to book-
sellers in other countries, usually a longer
credit period, and also a higher discount
export trade /'ekspo:t trerd/ noun the
business of selling to other countries
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expose /ik'spoauz/ verb to allow light to
fall on a photographic film for a particular
amount of time o | accidentally exposed
thefilmas| wastaking it out of the camera.
exposure /ik'spau3za/ noun 1. the act of
alowing light-sensitive film to be exposed
to light o You need a very short exposurein
bright light. 2. the amount of time a photo-
graphic filmis exposed to light
exposure meter /ik'spouzo  mirto/
noun an instrument which calculates how
much time a film should be exposed
express /ik'spres/ verb to state what you
think or feel m adjective 1. rapid or very
fast o express letter o express delivery 2.
clearly shown in words o The contract has
an express condition forbidding sale in
Africa.

expressed folio /ik,sprest 'fouliou/
noun a page number which is printed, as
opposed to ablind folio

expressly /ik'spresli/ adverb clearly in
words o The contract expressly forbids
alterations to the text without the approval
of the author.

expurgated edition /'ekspogertid 1
,dif(3)n/ noun an edition of abook that has
had parts removed which are judged to be
offensive

expurgation /ekspa:'geif(a)n/ noun
the cutting of offensive materia from atext
extended credit /ik,stendid 'kredit/
noun credit on very long repayment terms
extended delivery /ik,stendid di
'Itv(9)ri/ noun the act of lengthening the
time taken for a printing machine to deliver
the printed sheet, so that ink will have time
to dry before the next sheet is delivered
extended graphics array /1k,stendid
'graefiks o,rer/ noun full form of XGA
extender /ik'stends/ noun 1. an
ascender or descender 2. asubstance added
toink to make it less opague

extensive /ik'stensrv/ adjective very
large or covering a wide area o an exten-
sive network of sales outlets
extent /ik'stent/ noun the number of
pagesin abook o You need to put the extent
and trimmed page size into the catalogue.
o If you don’t know the extent of the book
yet, how can you order the paper for it?
external trade /k,stamn(o)l 'trexd/
noun same asforeign trade
extra /'ekstroa/ adjective, adverb addi-
tional or more than usual o There is no
extra chargefor corrections. o They charge
10% extra for postage. o He had £25 extra
pay for working on Sunday. o Service is
extra.
extra bound book /ekstro baund
'buk/ noun a book that is specially bound
and finished by hand
extract noun /'ekstreekt/ a small part of
apiece of writing or music whichis printed
or played separately m verb /1k'strekt/ to
take something out with difficulty
COMMENT: Long extracts quoted in a text
are often set indented, and in a smaller size
than the text matter.
extranet /'ekstranet/ noun an extension
of the intranet of a company or organisa-
tion, giving authorised outsiders controlled
access to the intranet
Extraordinary General Meeting /1k
,stro:d(9)n(9)ri ,dzen(d)ral 'mirtin/ noun
a special meeting of shareholders to
discuss an important matter. Abbr EGM
extras /'ekstraz/ plural noun items that
are not included in a price o Packing and
postage are extras.
eyeballs /'aibo:lz/ plural noun ameasure
of the number of visits made to a website
(informal)
e-zine /'ix zi:n/ noun a website with
contents and layout modelled on a print
magazine
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face ffers/ noun 1. the part of a metal
character which prints o The face stands
above the beard. 2. the typeface or distinc-
tively designed style of acharacter o Times
and Helvetica are the two faces used for
the text of this book. 3. the front cover of a
book o to display a book face out to put a
book on a bookshop shelf with the front
cover outwards. Compare to display a
book spine out 4. the side of a film or
printed page m verb to be opposite another
page

facilities /fo'silitiz/ plural noun equip-
ment or buildings which make it easy to do
something o We have storage facilities for
60,000 books. o Transport facilities are
provided by the Fair organisers. o There
are no facilities for unloading.

facing editorial /fersig ,edr'to:rial/
noun advertising space opposite editorial
matter, charged at a higher rate than normal
advertising space

facing pages / fersig 'perdziz/ plural
noun the two pages that are visible when a
book is open

facsimile /fek'simili/ noun an exact
copy of an original

facsimile character generator /fzk
,smili 'keerikto ,dzenoreita/ noun a
means of displaying characters on a
computer screen by copying prepro-
grammed images from memory
facsimile copy /fek,simili 'kopi/ noun
an exact copy of adocument

facsimile edition /ffaek'simili 1
,dif(e)n/ noun a book or print that is
reprinted in exactly the same style as an
earlier edition, often being a photographic
reproduction of the original

fact-finding /'fakt faindip/ adjective
intended to find out information about
something m noun activity that is intended
to find out information about something

factor /'feekta/ noun one aspect which
affects an event, situation or decision m
verb to buy debts from a company at a
discount

factors of production /fektoz ov
pra'dakfan/ plural noun the things needed
to produce a product, which are land,
labour and capital

factory /'feekt(s)ri/ noun a building
where products are manufactured o
binding factory o paper factory

factory hand /'feekt(o)ri heend/ noun a
person who worksin a factory

factory inspector /[fekt(o)ri
,spekta/ noun sameasinspector of facto-
ries

factory price /'fekt(o)ri prars/ noun a
price for a product not including transport
from the maker’sfactory. Also called price
ex factory

factotum initial /fek'toutom 1,n1f(a)l/
noun adecorative square block, into which
theinitial letter of a paragraph is dropped
fade /ferd/ verb to lose colour o The cover
material has faded. o For a guidebook you
need a cloth binding which will not fade.
fade-out /'ferd aut/ noun a defect in
printing, where the image becomes faint
fade-out blue /feid avt 'blu:/ noun a
blue used to mark CRC, which does not
show up on film

fade-out halftone /ferd aot
'ha:ftoun/ noun US a halftone image
which fades into the background at the
edges (NOTE: The UK term is vignette.)
fair comment /feo 'koment/ noun a
criticism which is acceptable, and is not
likely to be libellous

fair copy /feo 'kopi/ noun the final
version of work which has no mistakes
fair deal /,feo 'di:l/ noun an arrangement
where both parties are treated equally
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fair dealing /,fes 'di:lig/ noun permis-
sion granted in the Copyright Acts, which
alows photocopies of copyright works to
be made for personal use and for private
study, but not large numbers of copies for
sale, or made by ateacher for the use of a
class of students

fair price/ fes 'prais/ noun agood price
for both buyer and seller

fair trade / feo 'trerd/ noun an interna-
tional business system where countries
agree not to charge import duties on partic-
ular itemsimported from their trading part-
ners

fair use /,fea 'juis/ noun use which can
legally be made of a quotation from a
copyright text without the permission of
the copyright holder

fake /ferk/ noun 1. something or some-
body who is not what they pretend to be 2.
afase, and usually worthless, copy m verb
to make an imitation for criminal purposes
o afaked import licence

fake process /feik 'prouses/ noun
colour separation done by the designer
who makesindividual overlaysby hand for
each of the colours

faking /'ferkig/ noun the act of putting in
extra leading to make a page or column
longer

fall /£2:1/ noun adrop or decrease in value
o afall inthe exchangerate o a sudden fall
in sales in the home market m verb 1. to
drop to a lower price or lower figure o
Borrowing from libraries fell for the first
time. o His royalties have fallen from
$10,000 a year to $200. o The pound fell
against other European currencies. 2. to
happen or take place o The public holiday
falls on a Tuesday. o paymentswhich fall
due payments which are now due to be
made

fall away / fo:l o'wer, fall off /,forl 'of/
verb to become lower or less o Sales have
fallen away since we increased our prices.
fall out /,fa:1 'aut/ verb o thebottom has
fallen out of the market sales have fallen
below what previously seemed to be their
lowest point

fall through /,fa:1 'Bruz/ verb to fail to
happen or take place o The sale fell
through at the last moment.

false /fa:ls/ adjective not correct or based
on wrong information

false bands /,fa:1s 'bendz/ plural noun
a strip of decorated leather or string glued

to the top of the spine of the book block
before the cover is put on

falsification /fo:lsifi'’kerf(o)n/ noun
the making of false entriesin accounts
falsify /'foilsifar/ verb to change infor-
mation so that it is no longer true or accu-
rate

family /'f&m(a)li/ noun 1. a group of al
the characters belonging to the same type-
face, including al the different fonts 2. a
group of related things such as plants,
animals or languages, used as the basis of
classification

fancy type /'feensi taip/ noun strange or
decorative typefaces, which are used for
display or posters, but not usually for text
f. & c. abbreviation folded and collated

f. & g. abbreviation folded and gathered
fanfold /'fenfould/ noun same as accor-
dion fold

FAQ /ek, ef er 'kjui/ abbreviation
frequently asked questions

farm out /,fa:m 'aut/ verb o to farm out
work to hand over work to another person
or company to do for you o She farms out
the editorial work to various freelancers.
fascicle /'faeskik(a)l/, fascicule noun an
unbound section of a book published in
instalments as a volume or pamphlet
(NoTE: The word fascicle is used of learned
books, such as dictionaries or critical
editions, etc. Popular books published in
the same way are known as partworks.)
fashion boards /'faf(s)n bo:dz/ plural
noun boards with cartridge paper on one
side and thin paper on the other, used for
making artwork for blocks

fashion plate /'fef(o)n plert/ noun a
colour plate of a model wearing fashion-
able clothing

fastness /'fa:stnos/ noun ability of a
colour not to fade

fast-selling item / fa:st ,selig 'artom/
plural noun an item that sells quickly

fat /feet/ adjective round or large

fat face /'feet fers/, fat type noun atype-
face with very thin serifs and very wide
strokes, used in the 19th century for posters
and other display work

fat matter /'fat ,meto/ noun copy
which is easy to set, e.g. copy with lots of
white spaces (NOTE: The opposite is lean
matter.)

fault /fo:1t/ noun aweakness or imperfec-
tion in something
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fault tolerance /'fa:lt  tolorons/ noun
the ability of a computer or network to
preserve the integrity of data during a
malfunction

faulty /'fo:lti/ adjective not working
properly

fax /faks/ noun an exact copy of a docu-
ment sent electronically to a distant
receiver using the telephone network m
verb to send an exact copy of a document
using the telephone network

fax gateway /'feks ,gertwer/ noun a
computer or piece of software that allows
usersto send e-mail or other information as
afax transmission to aremote fax machine
feasibility /,fizza'biliti/ noun ability to
be done o to report on the feasibility of a
project

feasibility report / fizzo'biliti r1,port/
noun a report saying whether something
can be done

feathering /'fedorig/ noun 1. blurredink
caused by afault in the paper, usually lack
of sizing 2. the act of putting extraleading
in phototypesetting, so as to make the type
area of a page longer

featherweight /'fedowert/ noun avery
light weight

featherweight antique / fedoweit &n
'tizk/ noun light, very thick paper,
formerly used for children’s books (NOTE:
The US term is high-bulk antique.)
feature /'fiztfo/ noun 1. aspecial charac-
teristic of something 2. a specid articlein
a newspaper, magazine or broadcast
programme m verb to promote something
specialy in a newspaper article

features editor /'firtfoz ,edito/ noun
an editor at a newspaper or magazine who
isin charge of features

-fed /fed/ suffix meaning ‘using a partic-
ular type of paper’

fee /fi:/ noun money paid for a service
feed /fi:d/ noun a device that puts paper
into a printer or into a photocopier o The
paper feed has jammed. m verb 1. to put
paper into a machine o The paper isfedin
at one end of the printing line. » -fed 2. to
put information into a computer
feedback /'fi:dbak/ noun comments
from users or customers about what has
been proposed or done

feed edge /'fi:d ed3/ noun the edge of a
sheet of paper whichisheld by the grippers
and goes into the press first

feeder /'fi:dsa/ noun adevice which feeds
sheets of paper into a printing machine
feed holes /'fi:d houlz/ plural noun
holes at the beginning of a paper tape
which lead the tape into the reader
feed roller /'fixd ,roula/ noun a roller
which takes the web of paper into the
printing machine
feint /feint/, feint rules noun very light
lines running across writing paper and the
paper in account books
felt /felt/ noun a revolving loop of soft
material which carries the paper through
the papermaking processes m verb to
become interwoven like felt
COMMENT: Felt mats are used in making
paper by hand: each damp sheet is placed
on a mat, then another mat is placed on top
of it, and another sheet of paper, making a
pile of sheets and mats which is pressed to
extract water.
felt finish /'felt finif/ noun a smooth
finish on the top side of paper
felt side /'felt sard/ noun the smooth top
side of paper, as opposed to the wire side
which may show the marks of the wire
mesh
fenchel tester /'fent[(o)] ,testa/ noun
adevice for comparing the stability of two
papers, when both are wet
festoon dryer /fe'stu:n ,drara/ noun a
method of drying paper by hanging it in
loops over hot pipes
festschrift /'festfrift/ noun avolume of
writings by various people collected in
honour of somebody such as a writer or
scholar
fibre /'faiba/ noun asolid thread-like part
of wood or rag, which is retained in the
pulp and in the finished paper
COMMENT: The fibres in wood or cotton rag
are cellulose, and this is what gives paper
its strength. Paper fibres lie in the direction
of the movement of the web through the
papermaking machine: this is known as the
grain.
fibre optics /,farbs 'optiks/ plural noun
thin strands of glass that transmit light and
images, sometimes used in phototypeset-
ters
fiction /'fikfan/ noun stories about imag-
inary people and events
fictitious /Aik'tifas/ adjective false or
which do not exist o The author claims all
the charactersin her novel arefictitious.
field /fixld/ noun a section containing
individual datain arecord, e.g. a person’s
name or address
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field sales manager /fi:ld 'seilz
,manid3a/ noun the manager in charge of
agroup of salespeople

fieldwork /'fizldws:k/ noun 1. the gath-
ering of information about a subject by
carrying out a direct investigation rather
than reading or talking about it 2. an exam-
ination of the situation among possible
customerso He had to do a lot of fieldwork
to find the right market for the product.

figure /'figa/ noun a printed and
numbered line illustration, map or chart in
adocument o Seefigure 10 for anillustra-
tion of the inside of the brain.

figure number /'fige ,namba/ noun a
number which refersto atext illustration o
The figure numbers are printed in bold.

figures /'figoz/ plural noun written
numbers, especially Arabic numbers

file /fail/ noun 1. a cardboard holder for
papers which can fit in the drawer of a
filing cabinet 2. acollection of information
about a particular person or thing o to
place something on fileto keep arecord of
something 3. (in computing) aset of stored,
related data with its own name m verb 1. to
send in copy for a newspaper article o He
filed a report yesterday on the revolution.
2. to make an officia request 3. to register
something officially o to file an applica-
tion for a patent o to file areturn to the tax
office

file copy /'fail \kopi/ noun a copy of a
document which is kept for referencein an
office, or a copy of a published book kept
inthe library of the publisher

file extension /'fail 1k,stenfon/ noun a
set of characters following the dot after the
name of a computer file, identifying the
file type

file header /'fail Jheda/ noun informa-
tion about afile stored at the beginning of
thefile

file length /'fail len®/ noun the number
of characters or bytesin a stored file

file manager /'fail ,manid3a/ noun a
computer program that arranges and
manipul ates files and directories

filename /'farlnerm/ noun a set of char-
acters, sometimes restricted in number,
serving as an identifying title for a
computer file and often including a file
extension

file transfer protocol /'fail ,trensfa:
,prouvtakol/ noun a TCP/IP standard for

transferring files between computers. Abbr
FTP

filing /'farlig/ noun the process of putting
things in order according to a set system

fill /f11/ verb 1. to make something full o
We have filled our order book with orders
for Africa. o The production department
has filled the warehouse with unsellable
products. 2. o to fill a gap to provide a
product or service which is needed, but
which no one has provided before o The
new range of small handbooksfillsagapin
the market.

filler /'fila/ noun 1. something which fills
a space, eg. a small news item or a free
advertisement in a newspaper 2. a
substance added to paper pulp to improve
the opacity. » loading

fillet /'filit/ noun a thin decorative line
impressed onto the cover of a book, or the
tool used to make it

fill-in /'f1il 1/ noun thin card used for
filling in

filling in /filig '/ noun 1. a printing
fault where the ink runs and fills up the
counters of round letterssuchas ‘g’ or ‘b’
or whereit fillsin the spaces between half-
tone dots 2. the process of sticking a thin
layer of card onto boards after the leather
has been put on in quarter or half binding,
to make the surface level

film /f1lm/ noun 1. astrip of light-sensitive
material used in a camera to take photo-
graphs 2. astory or event recorded on film
to be shown in the cinema or on television
3. avery thin layer of powder or grease m
verb to expose a photographic film to light
by means of a camera, and so produce
images; to photograph bromides to make a
film for printing o The camera-ready copy
has gone away for filming.

film advance /'film od,vains/, film
feed noun movement forward of aroll of
film in a phototypesetter asit |eaves spaces
between lines of setting and between pages

film assembly /film o,sembli/, film
make-up noun the process of putting
pieces of film in the correct places for
making plates

film laminate /'film ,l&minat/ noun
very thin plastic film attached to the cover
or jacket of a book for protection

film mechanical /film mi'kenik(a)l/

noun camera-ready copy in the form of
film
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film processing laboratory /'film
,prousesiy lo,borat(a)ri/ noun a labora-
tory where exposed film is developed and
fixed as negative

film processor /'film ,prousesa/ noun
a machine which processes film automati-
cally

film rights /'film raits/ plural noun the
right to make a film based on a published
book o The publisher keepsthefilmand TV
rights. o Film rights were sold for $1
million. Also called motion picture rights
film script /'film skript/ noun the text of
afilm, with the dialogue for the actors and
the instructions for the director

filmset /'filmset/ verb to set text using a
phototypesetter

filmsetting /'film,setiy/ noun photo-
composition or phototypesetting

film studio /'film ,stju:diou/ noun a
place where films are shot or where a
photographer takes photographs. Also
called photographer’s studio
film-wrapping /'film ,reepig/ noun the
wrapping of abook in athin plastic sheet
filter /'filto/ noun a sheet of coloured
glass or plastic, which stops certain
frequencies of light and is used to make
colour separations

final corrections /fam(s)l ko
'rekf(9)nz/ noun the last set of revisions
made to a piece of typeset text by the editor
beforeit is signed off

final demand /famn(s)l di'ma:nd/
noun the last reminder from a supplier,
after which he or she will sue for payment
final discharge /fain(a)l dis'tfa:dz/
noun the last payment of what is left of a
debt

final draft /famn(o)l 'dra:ft/ noun a
corrected and edited copy sent for setting
final film /fam(s)l 'film/ noun film
ready for plate-making

finalise /'famnolaiz/, finalize verb to
agree final details o We hopeto finalise the
agreement tomorrow. o After six weeks of
negotiations the loan was finalised
yesterday.

final product /fain(s)l 'prodakt/ noun
amanufactured product, made at the end of
aproduction process

final proof /fam(o)l 'pru:f/ noun US
the last proof before passing for press
finance /'famans/ noun money needed
to pay for a project m verb to provide the
money for a project

finance department /'famans dr
.,pa:tmant/ noun the people in an organi-
sation who manage the accounts
finances /'famnansiz/ plural noun
money or cash which is available o The
bad state of the company’s finances.
financial /far'nenfol/ adjective relating
to or involving money o the financial
pr ess business newspapers and magazines
financial adviser /fainaznfol od
'vaiza/ noun a person or company which
gives advice on financial problems for a
fee

financial assistance /far,nanfal o
'sistons/ noun help in the form of money
financial correspondent /far,nanfsl
koris'pondont/ noun a journalist who
writes articles on money matters for a
newspaper

financial resources /far,nenfal r1
'zo1s1z/ plural noun money that isavailable
for investment

financial year /far,nenfol 'j1a/ noun a
period of twelve months which can start at
any point within the calendar year, used for
managing the budgets of an organisation
and assessing profit and loss o The univer-
sity’sfinancial year runs from 31st July to
1st August in the next year.

financing /'fameansiy/ noun the act of
providing money o The financing of the
project was done by two international
banks.

find /faind/ verb 1. to get something
which was not there before o to find
backing for a project 2. to make a lega
decision in court o The tribunal found that
both parties were at fault.

fine /fain/ noun an amount of money that
has to be paid as a penalty m adjective 1.
referring to paper with a smooth surface 2.
referring to a screen with narrow spaces
between the lines » compare coarse =
adverb very thin or very small o We are
cutting our margins very fine.

fine etching /famn 'etfig/ noun the
etching of dots on a halftone plate to make
them sharper

fine grain /'fain grem/ noun very small
grain on a photograph allowing delicate
lines and sharp edges

fine paper /famn 'perpa/ noun good-
quality paper used for printing halftones or
for writing

fine rule /'fain ru:l/ noun a very thin
printed line
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fines /fainz/ plural noun defectsin paper,
where the fibres have become stuck
together in lumps

fine screen / fain 'skrirn/ noun ascreen
with very small dots, making good-quality
halftones

finial /'famial/ noun a decorative curved
end to part of aletter which endsin a hook
suchasa‘c

finish /'fin1f/ noun the fina appearance
of something, especially the surface given
to paper by rolling, coating or embossing o
paper with a smooth finish o The cover has
an attractivefinish. m verb 1. to do or make
something completely o The order was
finished in time. o She finished the test
before all the other candidates. 2. to carry
out the last part of the book production
processo Thebook isfinished ina dark red
binding.

finished /'finift/ adjective having been
completed

finished document [ finift
'dokjumont/ noun a document which is
typed, and is ready to be printed
finished goods /fmift 'gudz/ plural
noun manufactured goods which are ready
to be sold

finished rough /fmift 'raf/ noun
artwork which is prepared for a presenta-
tion to show what the finished product will
look like

finishing /'finifig/ noun 1. the process
of folding, gathering, stitching and binding
the pages of a book after they have been
printed 2. the final part of the handbinding
process, including lettering and tooling the
covers

finishing machine /'finifiy mo,fimn/
noun amachine which does any part of the
book finishing process, e.g. stitching,
binding

firewall /'farowo:l/ noun a piece of
computer software intended to prevent
unauthorised access to system software or
data

firm /f3:m/ noun a business, company or
partnership o a manufacturing firm o an
important publishing firmo Heisa partner
inalaw firm. m adjective 1. not possible to
change o to make a firm offer for some-
thing 2. referring to goods such as books
which cannot be returned if unsold 3. not
dropping in price, and possibly going to
rise o Paper prices are firmer than last
year. m verb to remain at a price and seem

likely to go up o Paper hasfirmed at $25 a
tonne.

firm order /,fa:m 's:da/ noun an order
for something such as paper or books
which is at an agreed price and on agreed
payment terms

firm price /,f3im 'prars/ noun a price
which will not change

firm up /,f3:m 'ap/ verb to agree thefina
details of something o e expect to firmup
the deal at the London Book Fair.

first /f3:st/ noun a person or thing which
is there at the beginning or earlier than
others o Our company was one of the first
to sell into the European market. o first in
the field the first company to bring out a
product or to start a service

First Amendment  /fsist o
'men(d)mant/ noun the amendment to the
US Congtitution which guarantees
freedom of speech, of the press, of religion,
etc.

first-class /,fa:st 'kla:s/ adjective 1. of
the highest or best quality 2. of the best
level of service, e.g. in mail or travel

first colour /,fa:st 'kala/ noun the first
of the colours to be printed in four-colour
printing

first edition / fa:st 1'dif(o)n/ noun one
of the first number of copies printed from
the same type at the same time

first half-year / fa:st ha:f 'jio/ noun the
first six months of acompany’s accounting
year

first impression /,fs:st im'pref(a)n/
noun the first printing of a book

first option /faist 'opfon/ noun an
option giving the buyer first refusal on the
rights for a book

first proofs / fa:st 'pru:fs/ plural noun
the first proofs of a book from the printer,
usually galley proofs o The book isin first
proof stage. o The first proofs have just
come in from the printer.

first quarter /fa:st 'kworto/ noun a
period of three months from January to the
end of March

first revise /,f3:st r1'vaiz/ noun a proof
with corrections made to the first proofs
first serial rights / fa:st 'storiol raits/
plural noun the right to publish sections of
abook in a magazine or newspaper before
the book itself is published

fiscal year /fiskol 'jio/ noun the
twelve-month period on which taxes are
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calculated, 6 April to 5 April of the
following year in the UK

fist /f1st/ noun aprinting sign like a black
hand, used to show across-reference

fit /f1it/ noun the space between typeset
characters; the alignment of text and
images on the page

fix /f1ks/ verb 1. to arrange or agree some-
thing o We have to fix our promotion
budget for the spring titles. o Can wefix a
meeting for 3 pm? o The publication date
hasstill to befixed. 2. to arrange something
permanently 3. to mend something o The
technicians are coming to fix the telephone
switchboard. o Can you fix the photo-
copier? 4. to treat a photograph with chem-
icals so that the image is kept permanently
on film

fixative /'fiksotiv/ noun 1. a chemical
used to fix photographs 2. a spray varnish
put on drawings or paintings, so as to
preserve the colours or prevent damage
from dirt

fixed assets / fikst '&sets/ plural noun
property or machinery which a company
owns and uses, but which the company
does not buy or sell as part of its regular
trade, including the company’s invest-
ments in shares of other companies

fixed back /'fikst bek/ noun a cover
that is glued to the back of the pages of a
book

fixed capital /fikst 'keepit(a)l/ noun
capital in the form of buildings and
machinery

fixed costs / fikst 'kpsts/ plural noun
business costs which do not rise with the
quantity of the product made

fixed expenses /fikst 1k'spensiz/
plural noun money which is spent regularly
such as rent, electricity and telephone bills
fixed position /fikst pa'zif(a)n/ noun a
position for an advertisement which is
awaysin the same place in a newspaper or
magazine

fixed rate / fikst 'rert/ noun a charge
which cannot be changed

fixed space /fikst 'spers/ noun the
space between characters or words which
is aways the same and cannot be changed
when the lineisjustified

fixing bath /'fiksip ba:6/ noun abath in
which developed negatives are fixed

flag /fleeg/ verb to use acomputer code to
mark arecord as part of a subset m noun 1.

amark which is attached to information in
a computer so that the information can be
found easily 2. atag attached to a sheet of
paper to mark aspecial section of text or to
a web of paper to mark where there is a
fault or where ajoint has been made 3. the
name of a newspaper or magazine, printed
in a specia style to identify the paper
easily

flagship /'fleegip/, flagship title noun
the most important or profitable publica-
tion published by a group

flap /flap/ noun either of the two parts of
adust jacket that fold inside abook’s cover
and are usually printed with information
about the book or author

flash /fleef/ noun the addition of light in
exposing a halftone, so asto make the dots
on the picture stronger

flat /fleet/ adjective 1. not folded or bent 2.
fixed or not changing 3. dull or with not
enough contrast o The coloursin the plates
are flat. m noun a series of CRC pages
stuck down ready for filming; imposed
negatives positioned in holes on a sheet
ready for plate-making

flat back /'fleet bak/ noun the spine of a
book which is flat and not curved or
rounded

flatbed /'fletbed/ noun a printing or
scanning machine that holds the paper or
image on a flat surface while printing or
processing o Scanners are either flatbed
models or platen type, paper-fed models.

flatbed cylinder press /'fletbed
,silindo ,pres/ noun same as cylinder
press

flatbed plotter / fletbed 'plota/ noun a
movable pen that draws diagrams under
the control of acomputer on aflat piece of
paper

flatbed press /'fletbed pres/ noun a
mechanical printing machine where the
printing plate lies flat on the bed of the
machine, while the inking rollers and then
the impression cylinder with the paper are
rolled over it

flatbed scanner /fletbed 'skano/
noun a scanner which scans a text or
drawing that islying flat o Paper cannot be
rolled through flatbed scanners.

flatbed transmitter /'fletbed trenz
,mita/ noun a device that keeps a docu-
ment flat while it is being scanned before
being transmitted by facsimile means
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flat out / fleet 'aut/ adverb working hard
or at full speed o The factory worked flat
out to complete the order on time.

flat plan /'flet plen/ noun a plan of the
sheetsof abook or magazine, showing how
colour sections, editorial matter and adver-
tising pages are organised

flat-planning /'flet ,pleenig/ noun the
organising of flat plans

flat rate / flat 'rert/ noun afixed charge
or payment which is the same for everyone
o a flat-rate increase of 10% on all
printing costs o We pay a flat rate for type-
setting of £10 per page. o The keyboarders
are paid a flat rate of £2 per thousand.
flat sheets /'flet [iits/ plural noun
printed sheets of paper which are kept flat,
and will be folded when it is necessary to
bind them

flat sheet stock /'flet fi:t ,stok/ noun
astock of printed sheets, stored flat
flat-stitching /'fleet stitfig/ noun a
method of sewing sections of a book,
wherethethread is passed through the side
of the section near the fold

flat straw /'fleet stro:/ noun a type of
paper used for making cigarette papers
flat-wrapping /'fleet ;reepip/ noun the
act of wrapping amagazineflat in aplastic
envelope for sending through the post
fleuron /'fla:ron/ noun atype of printed
ornament shaped like a little flower. o
flowers

flexiback binding  /'fleksibak
,baindir/ noun binding in which a special
fabric or paper lining reinforces the spine
flexibility /,fleks1'biliti/ noun the ability
to adapt to various situations or conditions
flexible /'fleksib(e)l/ adjective 1. not
hard or brittle, able to bend 2. able to be
atered or changed

flexible binding /,fleksib(a)l 'baindip/
noun binding in which the cover adheres
closely to the spine, which allowsthe spine
to bend inwards so that the book will open
flat

flexible sewing / fleksib(a)l 'sauin/
noun the act of sewing sections round
cords or tapes, leaving a hollow in the
spine to alow the book to open easily
flexichrome /'fleksikroum/ noun a
photograph which has been coloured by
hand

flexitime /'fleksitarm/ noun a system
where employees can start or stop work at
different hours of the morning or evening,

provided that they work a certain number
of hours per day or week o The company
introduced flexitime working two years
ago.

flexography /flek'sogrofi/, flexo-
graphic printing noun a type of relief
printing, using flexible rubber or plastic
plates on aweb press, popular in particular
for printing packaging materials

flier /'flata/ noun a small advertising
leaflet designed to encourage customers to
ask for more information

flimsy /'flimzi/ noun very thin paper for
making copies or layouts

flip chart /'flip tfa:t/ noun a way of
showing information to a group of people
by writing on large sheets of paper which
can then be turned over to show the next
sheet

floating accent /(floutiy ‘'aeksont/
noun an accent which is not fixed above
any particular character, and can be typed
above any character after backspacing
flong /flon/ noun a papier-méaché sheet
used for making moulds for casting stereo
plates

floor /flo:/ noun the lowest level of bids at
an auction for rightsin a book, established
by the first bidders and regjected by the
seller, but used as abasis for further bids

floor display /'flo: di,spler/ noun arack
for displaying books which stands on the
floor and not on a counter

floor space /'flo: spers/ noun the area of
floor in an shop, office or warehouse o We
have 3,500 square metres of floor space to
let.

flop /flop/ noun afailure o The new novel
was a flop. m verb 1. to fail to be a success
o The launch of the paperback series
flopped badly. 2. to turn a film to give a
mirror image, not the same as reverse
flopped /flopt/ adjective same aswrong-
reading

floppy /'flopi/, floppy disk /,flopi 'disk/
noun a small disk for storing computer
information o The data is on 3 1/2 inch
floppies.

floriation /flori'erf(s)n/ noun tooled
decoration on leather binding, in the form
of little flowers

flourish /'flarif/ noun a decorative
curling line, attached to anormal character
o The foot of the upper case L endsin a
flourish. m verb to be prosperous or to do
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well in business o The company is flour-
ishing. o Trade with Nigeria flourished.
flourishing /'flarifiy/ adjective profit-
able o He runs a flourishing book
remainder business.

flow /flou/ noun movement o the flow of
paper into the web press o The flow of ink
over therollers. m verb to move smoothly o
Production is now flowing normally after
the strike.

flow box /'flov boks/ noun same as
headbox

flowchart /'floutfa:t/, flow diagram
/'flav ,daragrzm/ noun a diagram
showing the sequence of stepsin a process
flowers /'flavoz/ plural noun little
standard ornaments, shaped like leaves or
flowers, used by designers to create
designs

fluff /f1af/ noun fibre dust which collects
on the surface of paper, or inside line
printers

fluffing /'flafig/ noun the formation of
loose fibres of fluff on the surface of paper,
especially found on soft paper
fluorescent /fluo'res(o)nt/ adjective
shining with a white glow, such as a
substance added to paper stock to make
very white paper

flush /f1a[/ adjective, adverb cut with the
edge level with the cover o books with a
flush edge o The books are cut flush. o The
covers are trimmed flush with the pages.
flush and hang /,flaf on 'hap/ noun
US a setting where the first line of a para-
graph is flush with the left margin and the
rest of the paragraph is indented

flush cover /'flaf kaval/, flush binding
noun a cover which has been trimmed so
that its edges do not stand out beyond the
trimmed pages

flush left /,flaf 'left/ verb US same as
range left

flush paragraph /'flaf perogra:f/
noun a paragraph with no indentation or
where the first line is not indented, with a
white line added between paragraphs to
divide them more clearly

flush right /,flaf 'rart/ verb US same as
range right

flying paster /'flaig ,peista/ noun a
device on a rotary printing press, which
changes the reel of paper automatically
when it comesto an end. Also called auto-
matic paster, automatic reel change,
autopaster

flyleaf /'flailizf/ noun an endpaper in a
book

FM screening /,ef 'em ,skriinig/ noun
same as stochastic screening

FOB /'efau'bii/, f.0.b. abbreviation free
on board

focal length /'fauk(a)l len®/ noun the
distance between the centre of an optical
lens and the focusing plane, when the lens
isfocused at infinity

focus /'foukoas/ verb to concentrate one's
attention on something m noun an image or
beam that is clear and well defined o This
photograph is out of focus.

fog /fog/ noun the effect on photographic
material that has been accidentaly
exposed to light, causing a loss of picture
contrast

foil /fo1l/ noun 1. a very thin meta or
plastic sheet on a backing, which is peeled
off and used to block gold or silver letters
on abook cover 2. clear stable film used as
a carrying surface for film assembly 3.
metallic paper used for decorative pack-
aging

foil paper /'fail ,perpa/ noun the paper
backing to which metal foil is attached
fold /fauld/ verb to bend something, e.g. a
piece of paper, so that one part covers
another

folded and collated /,fauldid an ko
'lertid/, folded and gathered adjective
relating to sheets of a book which have
been folded and put in order. Abbr f.&c.,
f.&g.

folded sheets /fouldid 'fiits/ plural
noun sheets of a book which have been
folded ready for gathering, sewing and
binding

folder /'foulda/ noun 1. acardboard enve-
lopefor carrying papers o Put all the docu-
ments in a folder for the chairman. 2. a
machine which folds printed sheets 3. the
part of a web press where the paper is
folded

folding /'fauldig/ noun the act of folding
sheets for gathering either in parallel folds,
where each fold is parallel to the next, or in
right-angle folds, where they are at right
angles to each other

folding blade /'fauldig blerd/ noun a
strip of metal which pushes the sheet into
the folding device

folding cylinders /'fauldig ,silindoaz/
plural noun cylinders between which the
sheet is guided on a knife-folding machine
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folding jaws /'fouldip d3o:z/ plural
noun the section of a folding machine
which holds the paper pushed into it by the
folding blade

folding machine /fouldiyp mo'fimn/
noun a machine which automatically folds
sheets

folding plate /'fauldip plert/ noun 1. a
large illustration which is tipped into a
book, and which unfoldsto make a double-
sized plate 2. a plate on a buckle folding
machine against which the sheet to be
folded is pushed

folding stick /'fouldig stik/ noun a
bone strip used in hand folding

folding strength /'fouldig strep6/
noun the strength of paper to resist tearing
when folded several times

fold-out /'fauld aut/ noun a sheet that is
put folded into a magazine or book and can
be unfolded to give a much wider page,
used especialy for plans and maps
foliation /fauli'erf(e)n/ noun the
numbering of consecutive pages in a book
or manuscript

folio /'fauliou/ noun 1. a book made with
paper of a large size 2. a large sheet of
paper folded twice across the middle to
make four pages of a book 3. a page
number m verb to put a number on a page
follow /'folou/ verb 1. to come behind or
to come afterwards o The samples will
follow by surface mail. o We will pay
£10,000 down, with the balance to follow
in six months' time. 2. to do what some-
body or something says o Please follow
copy. o to follow style to continue to set in
the same style as the rest of the book or as
other books in the same series

follow on /,folou 'pn/ verb to set printed
text so that it continues directly from the
previous text

follow-up /'folou ap/ noun abook, film,

article or report that continues a story or

provides further information

font /font/ noun a set of charactersin a

typeface of all the same style, i.e. the same

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

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

font change /'font tfeind3/ noun a

function on a computer to change the style

of characters used on a display screen

font management system /'font
,ma&nidzmont ,sistom/ noun software
which controls the font changes on a
printer

foolscap /'fu:lskeep/ noun alarge non-
metric size of paper longer than A4, about
34cm x 43cm
COMMENT: Foolscap takes it name from a
watermark of a clown’s hat used in early
papers. Foolscap folio is 13 1/2 x 8 1/2
inches; foolscap quarto is 8 1/2 x 6 3/4
inches and foolscap octavo is 6 3/4 x 4 1/4
inches.
foot /fut/ noun the bottom part of a page
o Hesigned it at the foot of the page. m verb
to be printed at the bottom of a page
footer /'futal, footline /'futlamn/ noun a
repeated message at the bottom of every
page in a document

foot margin /'fut ,ma:d3in/ noun same
asbottom margin

footnote /'futnaut/ noun anote, usually
in a smaller type size, at the bottom of a
page, which refers to the text above and is
for reference only m verb to put in foot-
notes

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

footprint /futprint/ noun 1. the area
covered by a transmitting device such as a
satellite or antenna 2. the area that a
computer takes up on a desk

forbid /fo'bid/ verb to give instructions
that something must not be done
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forbidden book /fo,bidon 'buk/ noun a
book that has been forbidden by a censor
fore and aft /for on 'a:ft/ noun a
method of printing two copies of abook at
the same time, with the pages joined head
to head. » coming-and-going, printed
head-to-head, printed head-to-tail, two-
up
foredge /'foireds/, fore-edge /'foir eds/
noun the front edge of trimmed pagesin a
bound book, i.e. the opposite edge to the
spine

COMMENT: Early bound books were

displayed with this edge facing out on the

shelf, hence the name; the title was written
or printed on this edge of the pages.

foredge margin /'forred3 ,ma:d3mn/
noun the margin along the foredge of a
book. Compare gutter

foredge painting /'forred3 ,pemtiyp/
noun painting along the foredge of abound
book, after the edge has been splayed out,
so that the painting is only seen when the
pages are splayed and not when the book is
closed normally

foreground /'fa:graund/ noun the front
part of an illustration which seems nearest
to the viewer

foreground colour / fo:gravnd 'kalo/
noun the colour of characters and text
displayed on a videotext screen

foreign /'forimn/ adjective belonging to or
originating from a different country
foreign exchange /,forin 1ks't feindz/
noun the act of exchanging the money of
one country for that of another

foreign exchange transfer /forin
1ks't feind3 ,trensf3:/ noun the sending
of money from one country to another
foreign language / formn 'leggwids/
noun alanguage which is spoken by people
of another country

foreign-language edition /forin
'lengwid3z 1,dif(9)n/ noun an edition of
an English-language text in translation
foreign language rights /forin
'lengwid3z rarts/ plural noun rights to
translate a book into foreign languages
foreign rights /forin 'raitz/ plural
noun rights to sell an English-language
book in other countries as licensed
editions, trandations or bilingual editions
foreign trade / forin 'trerd/ noun trade
with other countries. Also called external
trade, overseas trade

foreword /'forws:d/ noun a piece of text
at the beginning of a book as an introduc-

tion, often written by a person other than
the author

forfeit /'forfit/ noun the act of taking
something away as a punishment m verb to
have something taken away as a punish-
ment o to forfeit a patent to lose a patent
because payments have not been made
forfeit clause /'fo:fit klo:z/ noun a
clause in a contract which says that goods
or a deposit will be taken away if the
contract is not fulfilled

forge /f2:d3/ verb to produce afalse copy
of a signature or document with the inten-
tion to deceive o He tried to enter the
country with forged documents.

forger /'fo:dzo/ noun a person who
forges a document

forgery /'fordzori/ noun 1. a false copy
made with the intention to deceive 2. the
act of making things intended to deceive
fork-lift truck /,fo:k 1ift 'trak/ noun a
type of small tractor with two metal arms
in front, used for lifting and moving pallets
form Momm/ noun 1. a preprinted docu-
ment with spaces where information can
be entered 2. another spelling of forme =
verb to start or organise something o The
brothers have formed a new company.
format /'format/ noun the size, shape
and arrangement of a document m verb to
arrange text on screen as it will appear in
printed form on paper

formation /fo:r'merf(a)n/ noun the way
in which fibres in paper appear when the
paper is held against the light

formatter /'formaeto/ noun hardware or

software that arranges text or data
according to certain rules
formatting program /'formatip

,pravgram/ noun a program for automati-
cally putting a computer text into a certain
page format

forme /'form/, form /fomm/ noun a
complete set of metal type or blocks,
assembled in a chase ready for printing
forme rollers /'foxm ,rouloz/ plural
noun rollers which apply ink to the forme
form feed /'fo:m fird/ noun a command
to a printer to move to the next sheet of

paper

form handling equipment /form
'hendlig 1,kwipmont/ noun peripherals
such as a decollator, which deal with
output from a printer

form letter /'form |leta/ noun astandard
letter, e.g. argection letter, into which the
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persona details of each addressee are
inserted

form mode /'fo:m moovd/ noun adisplay
method on a data entry terminal, in which
the form is displayed on the screen and the
operator enters relevant details

form of words /,form ov 'w3:dz/ noun
words correctly laid out for a legal docu-
ment

form overlay /'form ,ouvalel/ noun a
heading or other matter held in store and
printed out at the same time as the text
form stop /,fo:m 'stpp/ noun asensor on
a printer which indicates when the paper
has run out

formula  publishing /'formjule
,pablif1y/ noun the publication of aseries
of books according to a particular prin-
ciple, eg. in identical format, or written
according to a set of instructions provided
by the publisher

for position only /fa pa,zif(9)n 'sunli/
adjective full form of FPO

forthcoming /fo:8'kamiy/ adjective to
be published shortly o forthcoming titles
for Autumn publication o In his forth-
coming biography of the Prime Minister,
hewrites about the collapse of the previous
government.

48mo abbreviation forty-eightmo
forty-eightmo / fo:ti'erttmou/ noun a
book printed with 48 pages from a sheet.
Abbr 48mo

forum /'farrom/ noun an Internet discus-
sion group for people who share a special
interest in something

forward /'forwod/ adjective at or moving
towards the front of something or towards
the future m verb to send on a letter which
has arrived at an address from which the
intended recipient has moved o to forward
something to someone to send something
to somebody = adverb o carriage
forward, freight forward adeal wherethe
customer pays for transporting the goods
forward buying /,forwad 'baiig/ noun
the buying of something such as paper for
delivery at alater date. Also called buying
forward

forward contract /'forwad kontrekt/
noun an agreement to buy something such
as paper for delivery at a later date at an
agreed price

forwarding /'forwadig/ noun 1. the
process of continuing the binding of abook
after it has been sewn, by rounding,

backing, casing in, etc. 2. the arranging of
shipping and customs documents
forwarding agent I'forwadin
.erdzont/ noun a person or company
which arranges shipping and customs
documents

forwarding instructions /'fo:rwadip
in,strakfonz/ plural noun instructions
showing how goods are to be shipped and
delivered

forward sales /'forwad seilz/ plural
noun sales for delivery at alater date
forward stock /'forwad stok/ noun
stock held in a section of a warehouse
where it can be reached easily, as opposed
to the bulk stock which is held separately
until needed

foul bill of lading /,faul bil ov 'lerdiy/
noun a hill of lading which says that the
goodswerein bad condition when received
by the shipper

foul copy /faul 'kopi/ noun a badly
written manuscript or typescript with many
illegible changes

foul proof /faul 'pru:f/ noun a proof
with corrections instructed

founder /'faunds/ noun 1. a person who
caststype 2. aperson who startsacompany
founder’s shares /'favndoz ,[eoaz/
plural noun specia shares issued to the
people who start a company

founder’s type /'favndaz taip/ noun a
special type made by a typefounder, as
opposed to the type cast in a typecasting
machine

foundry /'faondri/ noun 1. a factory
which makes metal type 2. formerly, part
of a letterpress printing house where
matrices and stereos were made

foundry chase /'faundri tfers/ noun a
chase which is used in making stereos
foundry proof /'faundri pru:f/ noun a
proof taken directly from a chase of metal
type before aplateis made fromit. » press
proofs

foundry type /'faundri taip/ noun a
special display type which hasto be bought
from the foundry

fount /font/ noun another spelling of font
fountain /'fauntin/ noun a container for
ink in aprinting press

fountain  solution /'fauntin so
Juif(a)n/ noun a solution used in litho-
graphic printing to prevent ink sticking to
those parts of the plate which should not
print
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Frankfurt Book Fair

four-backed /'fo: bakt/ adjective
relating to sheets printed with four colours
on one side and one, two or four colourson
the other

four-colour /fo: 'kalo/ adjective
relating to printing using four colours to
give full-colour printing

four-colour blocks /,fa: 'kalo ,blpks/
plural noun blocks for printing in four
colours

four-colour map /for 'kalo ,mep/
noun amap printed in four colours

four-colour press /for 'kalo ,pres/
noun a printing press which prints four
coloursin one pass

four-colour printing /for |kalo
'printin/, four-colour process /,fo: kalo
'proauses/ noun printing using the four
process colours to give a full range of
colours at the same time

four-colour reproduction / fa: kaloa
rizpro'dakf(s)n/ noun the process of
reproducing a colour plate using four-
colour printing

fourdrinier /fo:'drinier/ noun a paper-
making machine where the paper is made
by pulp draining through a continuouswire
mesh. » twin-wire fourdrinier
COMMENT: The machine was patented by
Henry Fourdrinier before 1810. In it, the
white pulp enters from a vat at one end, and
flows forward along the mesh becoming
paper as the water drains away. It is then
dried on heated cylinders. Fourdrinier
machines produce webs of paper and can
be adjusted to produce different
thicknesses, weights and finishes.
Fournier a typeface designed by Pierre
Simon Fournier in the 17th century, char-
acterised by its very elegant italics
COMMENT: Fournier was also the originator
of the point system, which was revised and
refined by Didot some years later

40 abbreviation quarto

four-part invoice /,fo: pa:t 'invors/
plural noun an invoice with four sheets,
usually atop sheet and three copies

four P’s /,fo: 'piiz/ plural noun asimple
way of summarising the essentials of the
marketing mix, which are Product, Price,
Promotion and Place

fourth cover /,f2:0 'kava/ noun the
back cover of amagazine

fourth estate /,f2:0 1'stert/ noun news-
papers and magazines, seen as the fourth
power in the land after the lords, the
bishops and the ordinary people

fourth quarter /,f0:0 'kwo:ta/ noun a
period of three months from October to the
end of the year. Also called last quarter
four-up /,for 'Ap/ adverb o to print four-
up to print four copies of a page on the
same sheet of paper

four-way entry /,fa: wer 'entri/ noun
used in reference to pallets to indicate that
the pallet may be picked up by a fork-lift
truck in any of the four directions

foxed /fokst/ adjective denoting books or
paper stained with yellowish-brown spots
from having been kept in damp conditions
foxing /'foksin/, fox marks noun brown
stains on paper, caused by damp which
affects chemical impurities in the paper
FPO /ef pi: 'ou/ adjective used to
describe aplaceholder image, used to mark
where the final image should appear in a
page layout. Full form for position only
fraction /'frekfon/ noun a number
shown as one figure above another
fraktur /'freekts:/ noun Gothic characters
used in German typesetting

frame /fretm/ noun 1. a rule or border
round an illustration 2. a movable, resiz-
able box that holds text or an image 3. a
desk where a compositor works, with cases
for typem verb to put arule or border round
an illustration

frame window /'fretm ,windou/ noun
the controls including the minimise and
maximise buttons, scroll bar and window
title, and border that surround a window
area

franchise /'frant farz/ noun alicence to
trade using a brand name and paying a
royalty for it o He has bought a printing
franchise. m verb to sell licences for people
to trade using a brand name and paying a
royalty o His bookstall was so successful
that he decided to franchise it.
franchisee /frent[a1'zi:/
person who runs a franchise
franchiser /'fraent fa1zo/ noun a person
who licenses afranchise

franchising /'freent faizig/ noun the act
of selling licencesto trade as a franchise o
He runs his chain of card shops as a fran-
chising operation.

franco /'freepkou/ adverb free

frank /freegk/ verb to stamp the date and
postage on a letter

Frankfurt Book Fair / frepkfs:t 'buk
,fea/ noun the most important of the inter-
national book fairs, held each year in

noun a
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October as a meeting place for book
publishers, printers, literary agents and
booksellers

franking machine /'freegkip mo, fi:n/
noun a machine which prints a sign on
letters to show that the postage has been
paid

free /fri:/ adjective 1. available for use 2.
not needing to be paid for

free competition /frir  komps
't1f(9)n/ noun freedom to compete without
government interference

free copy / fri: 'kopi/ noun acopy of a
book sent out as a gift

freedom /'frixdom/ noun the state of
being free to say or do what you want
without restriction

freedom of speech /friixdom ov
'spiit[/, freedom of the press / frizdom
v 05 'pres/ noun the state of being free to
write, say or publish what you want
without fear of prosecution as long as you
do not break the law

free gift / fri: 'gift/ noun a present given
by a shop to a customer who buys a partic-
ular amount of goods

freehand /'frizhend/ adjective, adverb
relating to artwork drawn by hand, without
the use of rulers, stencils, or other guides
freelance /'fri:la:ns/ adverb working for
anyone who will pay for your skills rather
than employed by one company m adjec-
tive, noun an independent worker who
works for severa different companies but
is not employed by any of them o We have
about twenty freelances working for us. o
Sheisafreelancejournalist. m verb 1. todo
work for several firms but not be employed
by any of them o She freelances for the
local newspapers. 2. to send work out to be
done by a freelancer o We freelance work
out to several specialists.

freelancer /'frizlainsa/ noun afreelance
worker

free of charge /,fri: ov 'tfa:d3/ adjec-
tive not needing to be paid for

free of duty /fri: av 'dju:ti/ adjective
same as duty-free

free of tax /fri: ov 'teks/ adjective
same as tax-free

free on board /,fri: on 'bo:d/ adjective
relating to a price which includes al the
seller’s costs until the goods are on the ship
for transportation. Abbr f.0.b.

free on rail /fri: on 're1l/ adjective
relating to a price including all the seller’s

costs until the goods are delivered to the
railway for shipment

free paper /fri: 'peipa/ noun a news-
paper which is given away free, and which
relies for its income on its advertising.
Also called giveaway paper

free port /'frir po:t/, free trade zone
/ frir 'trexd ,zoun/ noun a port or area
where there are no customs duties

frees /friiz/ plural noun free copies of a
book given away free to representatives,
agents and the author

free sheet /'fri: [irt/ noun 1. a news-
paper given away free to each house in a
district, its income coming solely from
advertising 2. US woodfree paper, i.e.
chemical or non-mechanical paper

free trade /fri: 'trerd/ noun a system
where goods can go from one country to
another without any restrictions

free translation /fri: trens'leif(s)n/
noun a rough trandation which gives the
general meaning without trandating the
text word for word

free trial /,fri: 'traral/ noun the testing of
a machine with no payment involved o to
send a self-study course for two weeks' free
trial

freeware /'frirwea/ noun softwarethat is
in the public domain and can be used by
anyone without having to pay

freight /freit/ noun 1. the cost of trans-
porting goods by air, sea or land o At an
auction, the buyer pays the freight. 2.
goods which are transported o to take on
freight to load goods onto a ship, train or
truck m verb o to freight goods to send
goods o We freight goodsto all parts of the
USA.

freightage /'frertidz/ noun the cost of
transporting goods

freight costs /'freit kosts/ plural noun
money paid to transport goods

freight depot /'freit ,depau/ noun a
central point where goods are collected
before being shipped

freight forward / frert 'forwod/ adjec-
tive relating to a deal where the customer
pays for transporting the goods

freight forwarder /'freit forwodo/
noun a person or company which arranges
shipping and customs documents for
several shipments from different compa-
nies, putting them together to form one
large shipment
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full colour

freight rates /'frert rerts/ plural noun
charges for transporting goods

French fold /frentf 'fould/ noun a
sheet of paper which is printed on one side
only and then folded twice, but not
trimmed on the top edge, used to make
greetings cards

French groove /frentf ‘'gru:vl/,
French joint noun same as American
groove

French sewing /frentf 'souig/ noun
the process of sewing signatures together
without tapes, each signature being
attached by sewing through the thread
attaching the previous one

frequently asked questions
/ fritkwant(a)li a:skd 'kwest [anz/ plural
noun alist of the most common questions
on a particular subject, with answers,
provided on awebsite or in aleaflet. Abbr
FAQ

fret /fret/ noun a design used for borders
and on covers, made of an interlaced
pattern

friar /'frara/ noun aprinted area which is
pal e because it has not received enough ink
(NOTE: The opposite is monk.)

friction feed /'frikf(o)n fi:d/ noun a
printer mechanism where the paper is
advanced by holding it between two rollers
friction glazing /'frikf(s)n ,glerzig/
noun the process of putting ahigh glosson
paper by running the paper through rollers
turning at different speeds

frisket /'friskit/ noun smal meta
‘fingers  which hold the sheet to the
tympan on a platen press

front /frant/ noun 1. part of something
which faces away from the back o The
front of the book has a photograph of the
author’s house. 2. part of the meta type
which faces the front, with anotchin it, so
that the compositor can tell which way
round the piece of typeis

front board /frant 'bo:d/ noun the
board which forms the front of the book
case

front cover /frant 'kavo/ noun the
cover on the front of a book or magazine,
with thetitle and usually an attractive, eye-
catching design

front cover brass /frant kavo
'bra:s/ noun a brass with the words to be
used on afront cover

front-end system /,frant end 'sistom/
noun a typesetting system where text is

keyboarded on a termina directly
connected to the typesetting computer
front flap /,frant 'flep/, front jacket
flap / frant 'dzekit ,fleep/ noun aflap on
abook jacket which istucked into the front
cover of abook, usualy with ablurb on it
frontispiece /'frantispizs/ noun a
picture at the beginning of a book opposite
thetitle page
front lay /'frant ler/ noun in a printing
press or folding machine, the lay at the
front of a sheet of paper
frontlist /'frantlist/ noun new booksjust
published or about to be published by a
publisher
COMMENT: The frontlist contains all the new
titles, and therefore is of particular interest
to editors, production staff and sales staff.
Promotion of the frontlist is heavy, and the
frontlist carries most of a publisher's
investment. On the other hand, a backlist
which continues to sell is usually the most
profitable part of a publisher’s list.
front matter /'frant ,mata/ noun same
asprelims
front of book / frant av 'buk/ noun the
first pages of amagazine, before the edito-
rial matter
FTP abbreviation file transfer protocol
fudge /fad3/ noun a small section in a
newspaper reserved for very late items of
news m verb to touch up a photograph by
airbrushing or painting in
fugitive /'fjurdzitiv/ adjective relating
to colour that is likely to fade when
exposed to light or chemicals (NoTE: The
opposite is light-fast.)
fulfil /ful'f1l/ verb to complete something
in a satisfactory way o The clause
regarding payments has not been fulfilled.
o to fulfil an order to supply the items
which have been ordered o We are so
under staffed that we cannot fulfil any more
orders before Christmas.
fulfilment /ful'filmont/ noun the act of
carrying something out in a satisfactory

way

full binding /'ful ,baindig/ noun cased
binding, where the case is completely
covered with a piece of materia such as
cloth or leather, as opposed to half binding.
Also called whole binding

full bound book /ful baund 'buk/
noun a book with a full binding

full colour /,ful 'kalo/ noun colour work
printed in four colourso a full