
Contents 

Preface vii 
Editorial team ix 

1. The parts of a book 1 
2. Preparing copy 25 
3. Spelling and hyphenation 42 
4. Punctuation 63 
5. Capitalization 88 
6. Names 101 
7- Italic, roman, and other type treatments 120 
8. Work titles in text 129 
9. Quotations and direct speech 152 

10. Abbreviations and symbols 167 
11. Numbers and dates 179 
12. Languages 197 
13. Law and legal references 246 
14. Science, mathematics, and computing 259 
15. Lists and tables 286 
16. Illustrations 299 
17- Notes and references 312 
18. Bibliography 328 
19-' Indexing 355 
20. Copyright and other publishing responsibilities 371 

Proofreading marks 384 
Glossary of printing and publishing terms 389 
Index 397 


