
     : Openings

4.1.1  Make the title page a symbol of the dignity and presence of the
text
Blank page as alpine meadow… the designer’s task is to discover the truth of the
underlying page.





     : Openings

4.1.2  Don’t permit the titles to oppress the text
• use spaced capitals in the same weight as text for harmonious balance
• use u&lc letterforms when using text that is larger than the text size
• use a typeface that balances its weight with an openness (Castellar)





     : Openings

4.1.3  Set titles and openings in a form that contributes to the overall
design
A page full of letters… can lapse into a typographic slum or grow into a model of
architectural grace, skilled engineering and simple economy.



     : Openings

4.1.4  Mark each beginning and resumption of text
• begin a new text block flush left to the margins and use indents elsewhere.
• use fleurons (typographic ornaments) to flag a new beginning
• use small caps or bold u&lc for the first line of the new text block
• use an initial letterform to create visual interest (versal or lettrine as drop cap)





     : Openings

4.1.5  If the text begins with a quotation, include the initial quotation
mark
• include beginning quote marks with the versal



     : Headings & Subheads

4.2.1  Set headings in a form that contributes to the style of the whole
• decide between symmetrical (centered on the measure) or asymmetrical (flush left
or right) running heads



     : Headings & Subheads

4.2.2  Use as many levels of headings as you need: no more and no
fewer
• it is not recommended generally to mix centered and uncentered heads





     : Notes

4.3.1  If the text includes notes, choose the optimum form
• placement of notes: at bottom of page, at end of document, in the margins
• generally range for point size of notes: 7-10pts



     : Notes

4.3.2  Check the weight and spacing of superscripts
• endnotes: superscripts are standard within the text
• footnotes: symbols may be used
• create your own superscripts by reducing the size of text numerals and elevating
the baseline



     : Notes

4.3.3  Use superscripts in the text but full-size numbers in the notes
themselves
• the purpose of small text indications is to quietly indicate a reference, however once
one begins the search for that reference, the numerals with the citation should be at
full text size and superscripted





     : Notes

4.3.4  Avoid ambiguity in the numbering and placing of endnotes
• should appear at the end of the book (not end of each chapter) and should be
chronologically numbered from beginning to end



     : Tables and Lists

4.4.1  Edit tables with the same attention given to the text, and set
them as text to be read
• tables must be designed for readability
• text should be set horizontally — this is considered optimum
• do not condense, squeeze, squish or make typography too small in order to fit
• emphasis on information/content not on “furniture” (rules, boxes, guidelines)
• if used, “furniture” should read in the direction of the text read
• no need for rules that separate only a single column from white space
• tables must contain an adequate amount of white space



     : Tables and Lists

4.4.2  Avoid over punctuating lists
• use hierarchy instead of overt punctuation to control the flow of information



     : Tables and Lists

4.4.3  Set lists and columns of figures to align flush right or on the
decimal



     : Tables and Lists

4.4.4  For text and numerals alike, choose harmonious and legible
alignments



     : Front & Back Matter

4.5.1  Leave adequate space at the beginning and end of every
publication
• inclusion of a half-title page on projects other than a saddlestitched book is common
— this proceeds the title page
• saddlestitched projects may begin directly with the main title page
• leaving a blank leaf or blank page at the end of a book is customary







     : Front & Back Matter

4.5.2  Give adequate space to the prelims
• try hard to not create typographic desperation by cramming lots of forward content
(contents page, preface, prologue, introduction) into combined pages. These pieces
demand their own space.



     : Front & Back Matter

4.5.3  Balance the back and front matter
• the issue of “signatures”: printed and folded sheets that form a unit of 8, 12, 16, 24
or 32 pages (a page is counted both front and back)
• 16 page signature is most common — most book designs are created to be divisible
by 16…



Include a colophon in your work!


