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PREFACE

For nearly half a century, journals and university presses as well as
graduate schools, college departments, and individual instructors have
adopted the style that the Modern Language Association of America
recommends for preparing scholarly manuscripts. The MLA Style Sheet
(1951, rev. 1970) was compiled for literary and linguistic scholars who pub-
lish in learned journals. In 1977 the MLA Handbook for Writers of Research
Fapers was published to meet the pedagogical need for a book that would
incorporate the MLA style guidelines and serve as a supplementary text
in writing courses or as a reference book for students to use independently.
Like the Style Sheet, the Handbook was immediately adopted throughout
the United States, Canada, and other countries (both works have been
translated into Japanese). Indeed, the success of the Handbook, an am-
plification of the Style Sheet, was such that it replaced the earlier work,
which soon went out of print. Thus this success ironically created the need
for a new publication, a companion volume to the Handbook, to address
the problems scholars encounter in their writing.

The recent changes in MLA style, after years of study and delibera-
tion by various MLA committees as well as by the association’s Execu-
tive Council, not only compelled a second edition of the Handbook (1984)
but also occasioned this new manual for the scholar and graduate stu-
dent, allowing us to focus the revised Handbook more sharply on its pri-
mary audience, the undergraduate student. The MLA Style Manual attempts
to meet the scholar’s need for a comprehensive guide to publishing in
the humanities, a need enhanced during the past decade by numerous
innovations affecting scholarly publication — the widespread use of word
processors, a new copyright law, the adoption of anonymous-submission
policies by many journals, changes in publishing techniques, and even
the new MLA documentation system.

Chapter 1 addresses the broad subject of writing and publishing hu-
manistic scholarship, covering such topics as a scholar’s audiences, the
genres of scholarship, appropriate language and style, plagiarism, the types
of scholarly manuscripts, the stages in submitting and publishing
manuscripts, relations between authors and publishers, authors’ contracts,
and copyright law. Chapter 2 concerns the mechanics of writing (spell-
ing, punctuation, names of persons, capitalization, titles in manuscripts,
quotations, numbers, transliteration and romanization), and chapter 3
deals with the formal preparation of the manuscript.
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Chapters 4 (‘“Preparing the List of Works Cited”) and 5 (“Document-
ing Sources”) contain detailed instructions on using the revised MLA
documentation style. The most important change is the use of brief paren-
thetical citations in the text to refer to a bibliography at the end of the
article or book, thus eliminating the need for all but explanatory foot-
notes and endnotes. The other mechanical changes are also intended to
make scholarly documentation simpler, more consistent, and more
efficient. (For the convenience of those who write for journals and pub-
lishers that use different systems, this manual provides guidance on al-
ternative methods, including documentation notes.) Chapter 6 treats
abbreviations, reference words, and proofreading. Chapter 7 offers ad-
vice on preparing theses and dissertations. A subject index completes the
book.

Although it would be impossible to acknowledge everyone who assisted
us with this project, we express our gratitude to a number of persons who
read and commented on drafts of the Handbook and the Manual and who
offered us valuable advice and practical suggestions: John Algeo, Richard
Bjornson, Eric J. Carpenter, Thomas Clayton, Robert A. Colby,
Richard H. Cracroft, Robert J. Di Pietro, Richard J. Dunn, Bertie E.
Fearing, John H. Fisher, John C. Gerber, Barbara Q. Gray, Martin Green,
Stephen Greenblatt, Laurel T. Hatvary, Carolyn G. Heilbrun, Weldon A.
Kefauver, Gwin J. Kolb, Richard A. LaFleur, Sarah N. Lawall, William T.
Lenehan, Richard Lloyd-Jones, William D. Lutz, Sylvia Kasey Marks,
Margaret McKenzie, Harrison T. Meserole, George J. Metcalf, Susan P.
Miller, James V. Mirollo, William G. Moulton, Judith S. Neaman, John
Neubauer, Stephen M. North, Mary Ann O’Donnell, Margaret C.
Patterson, Nancy S. Rabinowitz, James L. Rolleston, Barbara Rotundo,
Jeffrey L. Sammons, J. Thomas Shaw, Carole G. Silver, David Staines,
William R. Streitberger, Madeleine B. Therrien, Vincent L. Tollers,
Mario J. Valdés, Renée Waldinger, Jerry W. Ward, Ray Werking, Jr.,
Katharina M. Wilson, Linda L. Wyman, and Robert F. Yeager.

We would also like to give special thanks to Judith H. Altreuter, R. Neil
Beshers, Claire Cook, Judy Goulding, Elizabeth Holland, Bonnie Levy,
David Paonessa, Alex Popovkin, Hans Riitimann, Roslyn Schloss, English
Showalter, Elaine S. Silver, David Cloyce Smith, Susan Wallace, and all
our other colleagues on the MLA staff for their unfailing support and help.



1  WRITING AND PUBLICATION

1.1. Audience, genre, and the conventions of
scholarship

Scholarly writing takes various shapes and forms — book reviews, journal
articles, monographs, research reports —depending on the genre as well
as on the audience. An accurate assessment of your intended audience
will help answer many of the formal and stylistic questions that arise in
preparing a manuscript. For a general audience, such as that for a book
review in a newspaper, you would usually keep documentation to a mini-
mum and give quotations only in English (regardless of the original lan-
guage); for somewhat more knowledgeable readers, such as those for an
article in the American Scholar, you might mention sources, either in the
text or in a bibliography, and offer occasional words and phrases in an-
other language, along with English translations; but a scholarly audience
expects full and precise documentation and quotations in the original lan-
guage (with translations subordinated, if provided at all). (See 1.2 for a
discussion of the relation between audience and diction.)

This manual assumes a scholarly audience and presents suggestions
and guidelines for scholarly publication. At times you may need or choose
to consider variations of these suggestions; but experienced scholars, know-
ing that conventions by definition embody meaning readily understood
by others, do not depart from them without weighing advantages against
disadvantages.

In some situations, modifications result in greater clarity or enable you
to meet the needs of a particular audience. Normally, you should alter
established practices only by expanding them (e.g., by giving publishers’
names in full or by not using abbreviations). Where conventions do not
exist or are not firmly established, you should adopt clear, workable, and
consistent procedures. In general, closely follow the conventions outlined
in this manual when you write articles for periodicals (or essays for col-
lections) addressed to other scholars. Longer, individual works, such as
monographs, allow more latitude; other types of manuscripts, such as
translations and scholarly editions, often require special practices.
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1.2. Language and style

Whereas conventions govern such matters as documentation and punc-
tuation in scholarly manuscripts, there are no special directives for prose
style. Scholars should follow the recommendations that apply to all ex-
pository prose. (The books listed in 1.3 provide guidance.) Like other
authors, they should work toward writing that is direct and clear, organized
and coherent, forceful and convincing. In presenting arguments, they
should strive for fairness and balance while maintaining clarity and fo-
cus. In addition, they should select diction that will communicate their
theses, avoiding jargon, which presumes a closed audience, and seeking
instead, no matter how complex the subject, terminology comprehensi-
ble to the widest range of educated readers.

Careful writers similarly do not use language that is prejudicial to any
class or category of people, avoiding statements that reflect or imply un-
substantiated generalizations about age, economic class, national origin,
sexual orientation, political or religious beliefs, race, or sex. Indeed, many
publishers and journals have strong editorial policies concerning the avoid-
ance of such language. Since 1981, for example, PMLA’s statement of
editorial policy has urged “its contributors to be sensitive to the social
implications of language and to seek wording free of discriminatory over-
tones.” In 1985, the style sheet of the Linguistic Society of America in-
corporated the same clause.

Discussions and statements concerning nondiscriminatory language
have focused particular attention on avoiding language that could be la-
beled ‘“‘sexist.” For example, most scholarly writers no longer use ‘“he”
to refer to someone of unspecified sex. To avoid the “generic’’ use of “he,”
they recast sentences into the plural, specify the sex of an individual un-
der discussion, and occasionally, when all else fails, use ‘he or she” (or
“her or him”). Careful writers also avoid using English common nouns
with suffixes like “-man’ and ‘-ess” and substitute nonsexist terms (e.g.,
police officer, flight attendant, poet, author).

1.3. Guides to writing

The books listed below offer writers various sorts of aid. The diction-
aries of usage focus on questionable word choices and provide reasoned
arguments to support their preferences. The guides to nonsexist language
provide some suggestions. The books on style take up larger questions
of effective communication.
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Dictionaries of usage

Bernstein, Theodore. The Careful Writer: A Modern Guide to English Usage.
New York: Atheneum, 1965.

Bryant, Margaret M. Current American Usage: How Americans Say It and Write
It. New York: Funk, 1962.

Copperud, Roy H. American Usage and Style: The Consensus. New York: Van
Nostrand, 1980.

Evans, Bergen, and Cornelia Evans. Dictionary of Contemporary American
Usage. New York: Random, 1957.

Follett, Wilson. Modern American Usage: A Guide. Ed. Jacques Barzun. New
York: Hill, 1966.

Fowler, Henry W. A Ductionary of Modern English Usage. Ed. Ernest Gowers.
2nd ed. New York: Oxford UP, 1965.

Nicholson, Margaret. A Dictionary of American-English Usage Based on Fowler’s
Modern English Usage. New York: Oxford UP, 1957.

Guides to nonsexist language

Cofer, Charles N., Robert S. Daniels, Frances Y. Dunham, and Walter
Heimer. “Guidelines for Nonsexist Language in APA Journals.”
American Psychologist 32 (1977): 486-94.

Miller, Casey, and Kate Swift. The Handbook of Nonsexist Writing. New York:
Lippincott, 1980.

Books on style

Beardsley, Monroe C. Thinking Straight: Principles of Reasoning for Readers
and Writers. 4th ed. Englewood Cliffs: Prentice, 1975.

Cowan, Gregory, and Elizabeth McPherson. Plain English Please. 4th ed.
New York: Random, 1976.

Eastman, Richard M. Style: Writing as the Discovery of Outlook. 2nd ed. New
York: Oxford UP, 1978.

Elbow, Peter. Writing with Power: Techniques for Mastering the Writing Process.
New York: Oxford UP, 1981.

. Writing without Téachers. New York: Oxford UP, 1975.

Gibson, Walker. Tough, Sweet, and Stuffy: An Essay on Modern American Prose
Styles. Bloomington: Indiana UP, 1966.

Gowers, Ernest. The Complete Plain Words. Ed. Bruce Fraser. 2nd ed. Bal-
timore: Penguin, 1975.
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Lanham, Richard A. Style: An Anti-Iéxtbook. New Haven: Yale UP, 1974.

Strunk, William, Jr., and E. B. White. The Elements of Style. 3rd ed. New
York: Macmillan, 1979.

White; Edward M. The Writer’s Control of Tone. New York: Norton, 1970.

Williams, Joseph M. Style: Tén Lessons in Clarity and Grace. Glenview: Scott,
1981.

In a category by itself, the following work guides the writer through
the professional steps a copy editor takes in revising manuscripts:

Cook, Claire Kehrwald. Line by Line: How to Edit Your Own Writing. Bos-
ton: Houghton, 1985.

1.4. Plagiarism

Plagiarism is the use of another person’s ideas or expressions in your
writing without acknowledging the source. The word comes from the Latin
word plagiarius (“kidnapper”’), and Alexander Lindey defines it as “the
false assumption of authorship: the wrongful act of taking the product
of another person’s mind, and presenting it as one’s own’’ (Plagiarism and
Originality, New York: Harper, 1952, 2). In short, to plagiarize is to give
the impression that you have written or thought something that you have
in fact borrowed from someone else, and to do so is considered a viola-
tion of the professional responsibility to acknowledge “‘academic debts”
(“‘Statement on Professional Ethics,” Policy Documents and Reports, 1984 ed.,
Washington: AAUP, 1984, 134).

The most blatant form of plagiarism is reproducing someone else’s sen-
tences, more or less verbatim, and presenting them as your own. Other
forms include repeating another’s particularly apt phrase without ap-
propriate acknowledgment, paraphrasing someone else’s argument as your
own, introducing another’s line of thinking as your own development of
an idea, and failing to cite the source for a borrowed thesis or approach.

Plagiarism is a moral offense, rather than a legal one. Most instances
of plagiarism fall outside the scope of copyright infringement (a legal
offense). Simply put, plagiarism is using another person’s words or ideas
without appropriate acknowledgment; it makes no difference whether the
work plagiarized is covered by copyright or whether the amount of mate-
rial used and the nature of the use fall within the scope of fair use under
the copyright law. Copyright infringement, in contrast, is using the words
of a copyrighted work (or sometimes the arrangement or development
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of ideas) beyond the limits of fair use without the permission of the owner
of the copyright. Most instances of plagiarism are not violations of the
copyright law, and most violations of copyright law are not plagiarism.
The penalties for plagiarism can be severe, ranging from loss of respect
to loss of degrees, tenure, or even employment. At all stages of research
and writing, you must guard against the possibility of inadvertent pla-
giarism by keeping careful notes that distinguish between your own mus-
ings and thoughts and the material you gather from others.

Even without considering the penalties of plagiarism, the best scholars
generously acknowledge their debts to others. By doing so they not only
contribute to the historiography of scholarship but also help younger scho-
lars understand the process of research and discovery.

1.5. Types of scholarly manuscripts

1.5.1. Articles

Scholarly articles are of several sorts, among them factual/critical arti-
cles, book reviews, review essays, reviews of research, and research reports.
Scholars also write articles for audiences not restricted to specialists in
their own field; such articles may discuss, for example, the current state
of understanding in a discipline or matters of public interest from the
point of view of a particular discipline. The comments below on various
types of scholarly articles provide broad suggestions and should, of course,
be supplemented by the stated editorial policy of the journal for which
you are writing.

a. Factual/critical articles

Current usage blurs the sharp distinction that was once observed be-
tween “‘scholarly,” or factually based, articles and “‘critical,” or theoreti-
cally based, articles. Either type requires the scholar to demonstrate
familiarity with the previous scholarship on the topic, suggest an original
thesis, present supporting evidence, and point to the significance of the
proposition advanced. The best scholarly articles incorporate all four
aspects in a proportion appropriate to the subject and audience. Failure
to cover each adequately is probably the most frequent reason that jour-
nals reject articles for publication.
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To demonstrate familiarity with the previous scholarship on a topic,
the scholar must, of course, be certain to acquire that familiarity. Iden-
tifying the relevant scholarship is usually easier for factual articles than
for theoretical articles. After locating the pertinent materials, the scholar
assimilates them and relates them to the new thesis. The clearer the con-
nections between the two, the more cogent the article. Long paragraphs —
or even pages — that do little more than list the previous scholarship usually
reveal that the author has not adequately assimilated it.

The thesis proposed in a scholarly article should be significant—not
a refutation of another scholar’s minor thesis or a trivial application of
a tired theory to a work of literature. The statement of the thesis should
have a prominent place in the article, and the wording should be as lucid
and as concise as possible. Theses that resist clear and concise statements
often have flaws and need rethinking.

After stating the thesis, the scholar should present the supporting evi-
dence. It is often wise to begin by reviewing the categories of evidence
for each aspect of the thesis, thus giving readers a sense of what will fol-
low, and then to take up each category of evidence seriatim, making cer-
tain that the evidence is both valid and relevant to the thesis. Once all
the evidence has been presented, it usually helps—except in very brief
articles —to summarize the ways that the evidence supports the thesis.

Scholars often neglect the final part of the scholarly article—the
significance of the thesis; yet it is this feature that ultimately commends
the article to readers. The author should devote as much effort to con-
sidering and expressing the significance of the thesis as to supporting it,
even though this concluding section may occupy only the final paragraph
or two of the article.

b. Book reviews

Journal editors normally commission book reviews, setting the length,
arrangement, and coverage expected. Usually the work under review 1s
fully documented at the beginning or the end of the review, but not in
the usual form for a reference cited in a scholarly article. Whereas the
latter need only identify a book used by the scholar, the book-review refer-
ence should inform the reader about the availability of a recently pub-
lished book. It is common to record all the information included on the
title page; to give the pagination, price, and binding (cloth, paper); to
indicate how to order the book if it is not published by a major press;
and to include information about publication in other countries (often
noted on the verso of the title page of the work).
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At its best, a book review is both informative and evaluative, describ-
ing the book’s contents and assessing its significance, accuracy, and
cogency. Reviewers given little space must take particular care to present
a balanced examination of the work.

c. Review essays

Review essays are extended book reviews, usually covering more than
one book and giving full publication information for each work discussed.
Like book reviews, they are generally commissioned. Review articles nor-
mally allow the writer greater compass to describe and compare the works
under consideration and to place them in perspective. On occasion,
reviewers use such assignments as the impetus for original factual/criti-
cal articles, sometimes to the neglect of the information readers expect
to find in a review.

d. Reviews of research

Like book reviews and review articles, the review of research is usually
commissioned by a journal editor or a book editor. Unlike the other two,
however, the review of research generally provides only the normal schol-
arly documentation of its sources. The reviewer, often allotted inadequate
space for the task, attempts to recognize the significant works in a field,
to indicate their contents, and to evaluate them, justifying the evalua-
tions wherever possible. Models of judiciousness and tight prose, the best
reviews of research contribute enormously to the development of their
scholarly fields, often setting the terms of discussion for future work.

e. Research reports

University research programs and government agencies now fund much
research in the humanities; sometimes government agencies or private
foundations ask scholars to investigate matters of public interest. To meet
the conditions of such funding, researchers often have to file reports on
the work they have done. The research report must usually follow a
prescribed outline and must often describe the precise means by which
the research was carried out (questionnaires were sent to n departments,
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responses were received from n departments, and so forth). Scholars should
not let the mechanical requirements of a research report and the need
to describe their procedures dominate their thinking to such an extent
that they focus their writing more on the apparatus of research than on
its meaning. Research reports, like all writing, should attempt to com-
municate significant information to educated readers.

1.5.2. Books

This manual discusses, in addition to monographs, three of the many
types of books scholars produce: collections of original essays, collections
of reprinted essays, and reference works, each of which has some special
features not common to all scholarly writing. The details of preparing
a scholarly edition are beyond the scope of this manual. For precise guid-
ance, consult the vast literature in the field. For a brief guide to that liter-
ature, see The Center for Scholarly Editions: An Introductory Statement (New
York: MLA, 1977); for a basic introduction to the field, see William Proc-
tor Williams and Craig S. Abbott, An Introduction to Bibliographical and Textual
Studies (New York: MLA, 1985).

In preparing any type of book, give careful consideration to the likely
publisher of the manuscript, for book publishers are far fewer than jour-
nal publishers and the effort involved in revising or recasting a manu-
script to meet a publisher’s requirements can often be herculean. Early
planning and careful attention to the suggestions of potential publishers
can significantly ease the transition from manuscript to published book.
(See 1.6-7 for a description of the steps from submission to publication.)

a. Monographs

The most common form of scholarly book, the monograph is an ex-
tended discussion of a restricted topic, generally by a single author but
occasionally by a small team in close collaboration. The author usually
begins with a clear statement of thesis, expressed in a paragraph or two,
and then explores that thesis by analyzing a significant body of evidence.
In many branches of the humanities, the monograph is the primary means
of advancing scholarly knowledge. A number of publishers have estab-
lished monograph series, grouping titles according to subject matter.
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b. Collections of original essays

At its best, a collection of original essays by different authors offers
readers a breadth of knowledge and a diversity of perspective and meth-
odology that no book by a single author can offer. But precisely because
of the numerous minds and personalities involved, edited books of essays
are particularly vulnerable to disunity, incoherence, unevenness, and con-
fusion of purpose. This section discusses collections with unified contents;
collections with eclectic contents, such as proceedings of conferences and
compilations of essays to honor scholars or public occasions, resemble
issues of journals.

"The editor of a collection conceived as a unified book bears ultimate
responsibility for its success or failure. Far from being a mere collector
and introducer of essays, the editor of a collaborative volume must define
and shape the book from its conception to its publication. Specifically,
the editor must identify a useful and important subject for the book, es-
tablish clear and attainable objectives, define the intended audience, di-
vide the book’s subject into topics, select appropriate contributors, assign
specific topics, establish unambiguous guidelines for writing the essays,
maintain high scholarly and editorial standards, and, perhaps most im-
portant of all, communicate these goals and expectations to contributors.

Long before approaching a publisher or inviting contributors, the
prospective editor of a book of original essays should consult widely with
colleagues to help ascertain whether, in fact, there is a scholarly or profes-
sional market for the projected book and, if there is, exactly what kind
of book is needed, what topics should be included, and which contribu-
tors might be invited. After preparing a prospectus or outline to send
to a potential publisher, the editor may approach some of the possible
contributors for tentative commitments. Including the names of possible
contributors in the prospectus will help the publisher and its consultants
evaluate the proposal. But the editor should not formally invite anyone
to contribute until a publisher expresses serious interest in the projected
book and invites a manuscript.

Having attracted a publisher, the editor sends formal invitations to the
chosen contributors. Since one or more of the potential authors may not
accept, the editor should have qualified alternative contributors in mind
for all topics. The invitations should spell out clearly and explicitly the
precise assignment for each contributor and include a set of general guide-
lines for writing the essays. The guidelines should cover the overall ob-
jectives of the book, the intended audience, the organization and length
of the essay (if essays are to be uniform), the documentation style, the
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deadlines, editorial procedures, and the editor’s right to reject, or to ask
the author to revise, any manuscript that does not meet requirements
or that falls short of the quality expected.

While awaiting submission of essays, the editor may begin drafting an
introduction to the book, but such a piece usually has to be modified,
after all the essays have been collected, to reflect the actual contents of
the volume. This time may also be profitably spent in preparing a prelimi-
nary bibliography for the work.

After receiving contributors’ essays, the editor must check to see that
each fulfills the assignment and conforms to the guidelines. Concerned
with substance as well as with style, the editor should not only review
the essays for unity, coherence, clarity, and cogency but seek the advice
and expertise of colleagues in the field, asking appropriate scholars to read
and comment on parts or all of the manuscript. In addition, the conscien-
tious editor will verify all references and bibliographic citations. This
preliminary editing, which usually takes several months, should go on
with the full knowledge, cooperation, and participation of contributors.
When finally satisfied with the individual contributions and with the work
as a whole, the editor submits the manuscript to the publisher for
evaluation.

On the basis of readers’ reports and evaluation by the acquiring editor
and the appropriate editorial committee or board, the publisher will
usually either approve the manuscript for publication or ask for substan-
tial revision. If the manuscript is returned for revision, the editor needs
once again to work with individual contributors to put the manuscript
in publishable form. Even if the manuscript is approved, the publisher
will probably ask for some final revision before copyediting. In either in-
stance, readers’ reports and the publisher’s advice are the best guides to
follow.

When submitting the manuscript for copyediting, the editor should pro-
vide the mailing addresses and telephone numbers of all contributors,
so that the publisher can send each contributor a contract, the relevant
portions of the copyedited manuscript and galley proofs, and any com-
pensation, such as an honorarium, complimentary copies of the book,
or a royalty. The editor normally receives a complete set of galley proofs
for the volume and, especially if an index is required, a complete set of
page proofs. (Some publishers send the editor the complete copyedited
manuscript instead of distributing the appropriate portions to individual
contributors.) See 1.7.4 for guidance on handling proofs and 1.7.5 for ad-
vice on preparing an index.

It is essential for the editor of a book of original essays to maintain
clear, readily accessible lines of communication with contributors. The
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editor should regularly send letters, memos, and progress reports to all
contributors at every stage during the preparation of the book: to remind
contributors of imminent (or past) deadlines, acknowledge receipt of ma-
terial, request revision or offer editorial suggestions, explain delays or other
changes in schedule, congratulate and praise work well done, and an-
nounce significant news concerning the submission, evaluation, and pub-
lication of the manuscript. Continual communication helps to avoid
confusion and misunderstanding and enhances the possibility of success-
ful collaboration.

c. Collections of previously published essays

Collections of previously published essays, bringing together significant
studies from diverse sources, are convenient volumes for individual
researchers and libraries that may not own the journals and books from
which the essays are drawn. A scholar interested in preparing such a work
as part of a series, with its own focus and requirements, should examine
the earlier collections to see whether they overlap and to ascertain the
publisher’s expectations.

The manuscript of a collection of previously printed essays, as submit-
ted to the publisher, normally consists of photocopies of the printed es-
says marked for typographical corrections (often made “silently’” in the
reprinting) and any other required changes, a list of acknowledgments
for the rights to reprint the essays, a table of contents, an introduction,
and often a bibliography. Although the holders of the rights to the essays
may specify no more than a general acknowledgment, editors of such col-
lections should provide, as a service to other scholars, full bibliographic
information about the original publications.

d. Reference works

Reference works are normally prepared only under contract to a pub-
lisher, since they usually involve an enormous investment of time and close
cooperation between author and publisher. Unlike monographs or col-
lections of original essays, reference works must adhere to relatively strict
editorial policies and must follow numerous conventions that will make
them readily accessible to their users. Scholars should not undertake such
large-scale projects without first consulting with potential publishers.
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1.6. Submitting the manuscript

1.6.1.  Selecting the appropriate publisher

One of the keys to successful scholarly publication is locating the ap-
propriate publisher. Whether you are seeking a journal for an article or
a book publisher for a monograph, nothing can be so discouraging as
receiving rejection after rejection—an experience you can avoid by not
approaching inappropriate publishers. The traditional advice about
finding a suitable publisher is to read through annual bibliographies to
note who has published articles or books in your field. While that advice
is useful, it sometimes sends scholars to publishers who are now looking
for material in quite different areas.

Fortunately, if you are seeking an appropriate journal for an article,
you can consult directories to the editorial policies of journals in many
fields. The MLA Directory of Periodicals, for example, provides brief sum-
maries of the editorial policies of journals and series in languages and
literatures. Once you have selected potential journals for your article, you
should consult their current issues to learn about recent changes in
editorial policy, special interests, and the details of submission procedures.
Although the MLA Directory of FPeriodicals provides information on submis-
sion procedures, the short time it takes to check recent issues of the jour-
nals will be well spent if it forestalls even one rejection on technical
grounds.

Locating appropriate book publishers is more difficult, since the direc-
tories of book publishers (such as the annual Literary Market Place) do not
provide detailed information on the publishers’ editorial policies. You have
to consult colleagues and the annual bibliographies to learn which pub-
lishers are currently interested in the topic and the method you have
chosen.

1.6.2. The prospectus or outline

Few publishers have the time or staff to read unsolicited manuscripts,
and it is usually better to send a brief letter and a prospectus or outline
than to submit a complete manuscript uninvited. (Since journals regu-
larly print their editorial guidelines and submission requirements, edi-
tors expect authors to follow those procedures and not to send letters of
inquiry or outlines not specified in the policy statements.)
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The prospectus or outline for a book-length manuscript should clearly
and succinctly state the goals and purposes of the manuscript and include
descriptions, each about a paragraph long, of the need for the book, the
audience, the qualities that distinguish the book, and the thesis and how
it will be developed. The prospectus should also indicate how much of
the book is finished and when, realistically, completion can be expected.
In addition, it should include a résumé of the author’s relevant experience
and publications (résumés listing all an author’s activities and publica-
tions usually go unread).

The cover letter accompanying the prospectus or outline should be an
original, not a duplicate. It should indicate whether the prospectus is cur-
rently being considered by another publisher and, without exaggerating
the merits of the proposed book, should attempt to interest its recipient
in publishing the book. Bear in mind that this letter, along with the
prospectus or outline, will most likely be sent to consultant readers and
editorial committees.

On receiving a prospectus or outline, an editor will usually read it
quickly to ascertain whether the proposed book falls within the scope of
the publishing program. (Letters that are duplicated, with or without the
name of the publisher typed in, and those that show no awareness of the
publisher’s programs are often neither read nor acknowledged.) If the pro-
posed book falls outside the publishing program or if the proposal seems
ill-conceived, the editor will normally reject it immediately with a brief
note stating that the book does not meet the publisher’s current require-
ments. Otherwise, the editor will read the proposal more carefully, per-
haps circulate it to consultants, and eventually present it to whoever has
the authority to make even tentative commitments. Depending on the
publisher and the time of year, this process may take anywhere from one
month to six; if the proposal indicates that the work is complete, the edi-
tor, without consulting widely, may invite the author to submit the manu-
script for full consideration.

At some point, an editor will either report to the author that the book
proposal is no longer being considered or ask to see the complete manu-
script, sometimes offering a contract for publication at this point (see 1.7.1
concerning contracts). Often such a request will be accompanied by sug-
gestions for changes in the proposed book; an author should evaluate those
suggestions carefully before agreeing to follow them. Although publishers’
editors and their consultants have a wealth of experience in both scholar-
ship and publishing that authors should not disregard lightly, editors and
consultants do make mistakes, and authors sometimes acquiesce to er-
roneous suggestions when they ought to seek a publisher more sympathetic
to their own ideas.
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1.6.3. Preparation of the manuscript

Prepare manuscripts according to the technical specifications given in
chapter 3 of this manual or specified by the publisher. Be especially care-
ful that all pages are numbered and in order (see 3.1), that your name
does not appear inappropriately in manuscripts to be considered under
anonymous-submissions policies (see 3.2.1), and that you have the requi-
site membership status for a journal published by an association.

Beyond attending to these technical requirements, make certain that
the manuscript you are about to submit is indeed a manuscript you wish
to have published in its present form. Is it accurate and “finished”’?
Recheck all quotations and bibliographic references; and if you discover
that an edition cited is not the most recent or most authoritative, adopt
the more appropriate one, make all necessary changes in direct quota-
tions, and determine whether any differences between this edition and
the edition originally cited require changes in the thesis or argument of
the manuscript. You should also review scholarship published since you
began writing the manuscript and make appropriate modifications. In
short, though you will have later opportunities for revision, you should
make the manuscript you submit as close as possible to the one you would
like to see published.

1.6.4. Submission of the manuscript

For a book manuscript, follow the publisher’s instructions, if any, on
the method of shipment and the number of copies to be submitted. Al-
ways keep a copy of the manuscript for yourself.

For a manuscript of an article, follow the instructions printed in the
journal concerning the number of copies to be submitted, submission fees,
the need for return postage, and any information the author is expected
to provide along with the manuscript. Always keep a copy of the manu-
script for yourself.

An editor will usually acknowledge receipt of a manuscript within a
reasonable time, depending on the season and the publisher.

1.6.5. Readers’ reports and revisions
To evaluate the appropriateness of a manuscript for publication, most

editors will send a manuscript to a number of consultant readers, some-
times simultaneously and sometimes consecutively. Although the specific
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questions asked of consultant readers vary from journal to journal and
publisher to publisher, most editors request (1) a brief statement of the
scope and purpose of the manuscript, (2) an assessment of the accuracy
and originality of the scholarship, (3) an assessment of the importance
of the work and, for a book manuscript, a statement about the potential
audience, (4) for a book manuscript, a comparison of the manuscript with
other books on the subject, (5) comments on the style and organization
of the manuscript, often including recommendations for cutting, and (6)
suggestions for improvement. Although many publishers ask consultants
whether they favor publication of the manuscript, others ask only for
specific information. Some publishers also ask consultants to suggest other
journals or houses that might be more appropriate for the manuscript.

Consultant readers for journals in the humanities usually receive no
compensation for their services, though some journals list them periodi-
cally or appoint them as consulting editors. Consultant readers of book-
length manuscripts are usually paid honoraria depending on the length
and complexity of the manuscripts they evaluate. When asked to prepare
a report for a publisher, a consultant should conscientiously try to cover
the points the editor has raised, recognizing that the report will be read
carefully by an editorial committee deciding for or against publication
and that it will also be sent to the author.

In securing such evaluations, editors receive suggestions on ways to im-
prove the manuscript. It is a rare manuscript that is accepted for publi-
cation with no revisions. After reviewing the consultants’ reports, an editor
will often return the manuscript to the author with an invitation to re-
vise and resubmit it. To avoid considerable misunderstanding and ill will,
both the editor and the author should pay close attention to the wording
of such invitations. Editors who do not mean to promise anything other
than a reading of a revised manuscript should be certain that they do
not, in their eagerness to avoid offending the author, imply automatic
acceptance. Authors eager to have a manuscript accepted should not read
more into an invitation than is warranted.

Even the most experienced authors have difficulty responding well to
other than glowing reports from readers. Having invested considerable
thought and time in their manuscripts, authors often react defensively
to the readers’ reports. The advice of colleagues and friends can help sort
out useful suggestions from misunderstandings (and can point to the
sources of the misunderstandings). Allowing several days to pass between
receiving the readers’ reports and beginning to compare the reports with
the manuscript can often help overcome initial reluctance to accept any
criticisms the readers have offered.

An author who decides to undertake the revisions requested should so
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inform the editor and report on the progress being made. Otherwise there
may be some unhappy surprises: an editor who does not hear from an
author assumes that the manuscript has been sent elsewhere and may
have little interest when the revised manuscript comes in a year later. In
reviewing a work that has been revised for reconsideration, most editors
request copies of all the previous correspondence and sometimes a copy
of the earlier version of the manuscript. When returning a revised manu-
script to an editor, explain in an accompanying letter exactly which recom-
mended changes you have made and which you have not, giving explicit
reasons for your rejections.

1.7. Publishing the manuscript
1.7.1.  Acceptance and contracts

At some point after it has been favorably evaluated by consultant
readers, editors, and editorial board members, a manuscript is formally
accepted for publication, either as is or subject to revisions that do not
require further review by the editorial board (it is this sort of request for
revision that authors sometimes mistakenly think they have received when
they have in fact been requested to revise the manuscript so that it can
be resubmitted to the editorial board). Even manuscripts that are accepted
without need for revision are usually returned to their authors at this time
for any updating or final improvements their authors wish to make.
Authors should make any requested revisions and carefully observe any
deadlines their editors send them, for from this point forward their
manuscripts are but individual parts of a complex whole, whether they
are manuscripts scheduled for an issue of a journal or for separate publi-
cation in a particular season.

After accepting a manuscript, the journal or book publisher usually
offers the author a contract, or memorandum of agreement, for publica-
tion of the manuscript. Some scholarly book publishers, like most trade
book publishers, offer contracts when they approve a prospectus, but al-
though these contracts specify the terms under which the publisher will
compensate the author, they do not guarantee publication, since they
usually stipulate that the manuscript be satisfactory to the publisher “in
form and content.” Authors need to remember that a publishing con-
tract is a legal document that, although limited by copyright law, is a bind-
ing transfer of rights and usually an obligation to undertake certain
activities. Many authors make the mistake of not reading their contracts
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until they are unpleasantly surprised (e.g., when the publisher sends fewer
author copies of the work than they had hoped to receive or when their
royalties do not arrive on the first of the year).

Contracts for the publication of a scholarly article range from rather
informal letters stating the journal’s practices to more formal agreements
stipulating terms. Without a document that can be considered a legal
contract, no transfer of copyright rights takes place. United States copy-
right law then governs the relation between author and publisher: “In
the absence of an express transfer of the copyright or of any rights under
it, the owner of copyright in the collective work is presumed to have ac-
quired only the privilege of reproducing and distributing the contribu-
tion as part of that particular collective work, any revision of that collective
work, and any later collective work in the same series” (17 US Code, sec.
201(c), 1976). The usual points covered in any such contract are the
author’s warranty that the manuscript is original, is not the work of any-
one else, has not been published previously, and infringes the rights of
no one; the grant of rights to the publisher, either the full transfer of some
or all of the rights collectively known as “copyright” or the specific authori-
zation to publish the manuscript in the journal; the publisher’s agree-
ment to publish the manuscript; the author’s agreement to read and return
proofs to the publisher; and the compensation, most often in the form
of offprints or copies of the journal, to be given to the author and the
manner in which subsidiary income — for example, from permissions to
reprint—will be divided if the author’s grant of rights allows the publisher
to permit others to reprint the material. Journal editors and authors of
articles should make certain that they are in clear agreement about each
of these major points, which are discussed below in the context of con-
tracts for book-length manuscripts.

Contracts for publication of book-length manuscripts are usually more
elaborate than those for articles. Typically, an author (1) grants rights to
the publisher; (2) authorizes registering the copyright for the material;
and (3) warrants that he or she is the sole owner of the material and in-
demnifies the publisher against suits and claims. The author also agrees
(4) to deliver the manuscript; (5) to read and return proofs; (6) to pay
the costs of alterations above a stated amount; (7) to undertake revisions
for subsequent editions; (8) to offer other manuscripts to the publisher
and not to offer competing manuscripts to another publisher; (9) to pro-
vide an index, illustrations, and other supplementary materials; and (10)
to secure permission to use copyrighted materials. The publisher com-
monly agrees (11) to publish the work within a reasonable period of time,
(12) to provide compensation to the author, and (13) to provide copies
of the published work to the author. The author and the publisher com-
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monly agree on (14) termination of the contract and (15) the addresses
to be used for required notifications. In addition, most contracts contain
clauses concerning the succession of rights and the laws under which the
contract is to be interpreted. Often, for convenience in keeping records,
publishers will include in the contract (16) the author’s social security num-
ber, date of birth, and country of citizenship. Each of these aspects of
a typical contract is discussed below.

(1) The author’s grant of rights to the publisher. A typical publishing
contract calls for the author to “‘grant and assign” to the publisher “any
and all” rights associated with the work for “any and all”’ purposes in “any
and all”’ languages. Although authors who wish to can usually persuade
their publishers to reword the contract so that the only rights granted
are those the publisher expects to exercise (e.g., serial publication, book
publication, reprint, translation, and perhaps electronic adaptation), the
remaining rights often have no apparent value, and authors are frequently
reluctant to appear difficult before a contract is signed.

(2) Authorization to register the copyright of the work. A typical con-
tract authorizes the publisher to register the copyright of the work either
in its name or in the name of the author, usually depending on which
rights have been transferred to the publisher, and guarantees that the au-
thor will execute any papers necessary. It is generally more convenient
to have the copyright registered in the name of the publisher if the pub-
lisher either owns or controls the subsidiary rights.

(3) The warranty and indemnity. Typically, the author is asked to war-
rant that the work is original, that he or she is the sole author and has
full power to make the agreement, that the work has not been published
previously, and that it 1s not the subject of any other publishing agree-
ment. The typical warranty clause then lists a series of adjectives that
the author warrants the work is not: libelous, unlawful, invasive of the
privacy of others, and so forth. The author “indemnifies and holds harm-
less” the publisher against, usually, any and all suits or claims (and often
a series of similar nouns) that the publisher might possibly be subjected
to because of the work.

(4) Agreement to deliver a satisfactory manuscript. The author typi-
cally agrees to deliver a manuscript of a specified length, in a specified
number of legible copies, on or before a certain date, “time being of the
essence,” often together with such supplements as “illustrations, maps,
and charts” (typically qualified as “reproducible without redrawing”), the
quantity of such illustrations usually restricted. The agreement to deliver
the manuscript generally stipulates that it will be satisfactory to the pub-
lisher in form, substance, and content. Authors should read this section
of their contracts with care, noting particularly the date by which they
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must provide the manuscript, the definition, if any, of a satisfactory manu-
script, and any agreement to provide illustrations. The phrase “time be-
ing of the essence” enables the publisher to cancel the contract if the author
does not deliver the manuscript by the date specified.

(5) Reading and returning proofs. The author typically agrees to read,
correct, and return proofs within a certain number of days after the pub-
lisher has mailed them to the author and further agrees that the pub-
lisher may proceed to publish the manuscript if the author does not return
the proofs within this period. The typical contract does not oblige the
publisher to accept any of the author’s changes in proof and provides that
the publisher may charge the author for the cost of proofreading should
the- author fail to read and return proofs.

(6) Costs of alterations. The typical contract calls for an author to pay
the costs of alterations to the galley or page proofs that exceed a stated
percentage of the cost of the original typesetting. Typical percentages range
from 5% to 10%, but more and more publishers are lowering these per-
centages and exercising this clause in an attempt to hold down costs. Some
publishers, however, exercise this clause only in extreme situations; others
do not allow any changes in proof except to correct errors of the composi-
tor. Since compositors calculate the costs of author’s alterations in a vari-
ety of ways (e.g., by line or by time spent) and since one change may
necessitate resetting an entire paragraph, an author usually cannot esti-
mate the number and nature of changes that will fall within the allow-
able percentages. Since changes in proof slow down production and
frequently lead to additional errors, authors should keep corrections to
a minimum (see 1.7.4).

(7) Subsequent editions. Many contracts stipulate that the author will
undertake revisions requested by the publisher for subsequent editions
of the work and that if the author fails to do so the publisher can arrange
to have such revisions made, charging the cost to the author’s royalties.

(8) Other manuscripts. A contract sometimes contains an “option’
clause, which ensures the publisher an opportunity to offer a contract
on any future manuscript by the author. Such option clauses are rare in
scholarly book contracts and are not usually exercised even when they
do appear. A contract may also contain a clause, common in contracts
for textbooks, prohibiting the author from submitting to another pub-
lisher any work that would compete with the work in question.

(9) Indexes and similar material. Typically, an author is asked to agree
to provide an index for the book within a stated number of days after
receiving page proofs from the publisher, with the provision that if the
author fails to do so the publisher will have an index prepared and charge
the cost to the author’s royalty account. Some contracts also mention *‘simi-

>
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lar material” that the author agrees to prepare; authors would be wise
to clarify with their publishers exactly what similar material they must
provide and to insist on specific language in the contract.

(10) Permission to use copyrighted material. The contract generally as-
signs to the author the obligation and the cost of securing permission to
use copyrighted material. (See 1.9.2 concerning permissions.)

(11) The publisher’s agreement to publish the work. Typically the pub-
lisher agrees to publish the manuscript (following approval by an editorial
board, if the contract is issued before such approval) in “such manner
and style’ as the publisher deems “‘best,”” at the publisher’s expense (ex-
cept as provided elsewhere in the contract). The publisher’s agreement
to publish makes the publisher the sole arbiter of an acceptable manu-
script and the appropriate design and content for the book and usually
gives the publisher the sole right to set the price of the work.

(12) Compensation to the author. Typically, the contract offers to com-
pensate the author at rates varying for each source of potential income
from the manuscript. The sources of income include domestic as well as
export sales of a clothbound edition, domestic as well as export sales of
a paperbound edition, direct-mail sales of any edition, and the licensing
of subsidiary rights (e.g., reprints of the whole work or portions thereof,
translations, and movie rights). Publishers vary in what they use as the
royalty “base’’: some compute royalties on the list price, others on net
income from sales, still others on a specified percentage of the list price
or on an ‘“‘invoice price.” Since definitions of the words that describe the
royalty base vary, scholars should ask publishers for clarification if the
amount of royalty is an important consideration. The royalty offered on
a clothbound edition is often higher than that offered on a paperbound
edition. Some publishers pay the same royalty rate for all copies sold;
others use a sliding scale, paying a higher royalty after certain numbers
of copies have been sold. The rates offered, of course, vary considerably,
depending on the publisher’s estimate of the commercial potential of the
work. For scholarly books, it is not uncommon for the publisher to pay
no royalty at all on the first 500, 1,000, or even 1,500 copies. (Publishers
often use the additional income they gain on these books to pay the origi-
nal costs of composition and printing, thus enabling them to keep prices
of books printed in small quantities within an affordable range.) The cus-
tomary rates paid on domestic sales of clothbound editions range from
7% % to 15%. Rates for export sales range from one-half to two-thirds
the amount for domestic sales, and rates for paperbound editions are of-
ten about one-half those paid for clothbound editions. Typically, a pub-
lisher will pay an author 50% of the net receipts from subsidiary rights.
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For books with multiple authors, the publisher will divide the royalties
or sometimes pay an honorarium in lieu of royalties.

(13) Author’s copies. Most contracts oblige the publisher to provide a
specified number of copies of the published work to the author at no charge
and grant the author the right to purchase additional copies at a stated
discount from the list price in effect at the time of the purchase. Some-
times this provision states that any such copies purchased by the author
are not to be resold. Authors who need many copies (for university and
foundation officials, colleagues, relatives, and friends) should read this
portion of the contract with care. Although an author can often negoti-
ate a higher number of author’s copies with a publisher before signing
a contract, perhaps by trading a lower royalty percentage for a higher
number of copies, these factors enter into the publisher’s financial plan
for the work and usually cannot be changed later.

(14) Termination of the contract. Many contracts give the publisher
the right to terminate the contract after a stated number of years follow-
ing publication of the work, often with the provision that the author be
allowed at that time to purchase any remaining stock of the work. If the
author declines to purchase it, the publisher is free to dispose of it at will.

(15) The addresses to be used for required notifications. Many con-
tracts prescribe the means of transmitting required notices from one party
to the other, often providing that notices be sent by registered mail to
stated addresses.

(16) The author’s social security number, date of birth, and country
of citizenship. Publishers frequently request that the contract show the
author’s social security number, date of birth, and country of citizenship.
A publisher needs the social security number to file reports on royalties
paid, the date of birth to record the work correctly in the Library of Con-
gress, and the country of citizenship to register the copyright.

1.7.2. Final revisions

After accepting a manuscript, the publishers may return it to the au-
thor for final revisions. Sometimes the publisher will make certain types
of revisions a condition of accepting the manuscript; at other times, the
publisher will allow the author to decide which revisions and updatings
seem appropriate. When requesting revisions, the publisher will often give
the author copies of the readers’ reports and summarize the editorial com-
mittee’s comments. Using these guides, the author should make the final
revisions as rapidly as possible, so that publication of the work can proceed.
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1.7.3. Copyediting

No step in the publishing process seems to raise as many problems as
copyediting does. Done well, it greatly improves the quality of a schol-
arly work by identifying stylistic weaknesses that impair readability and
by correcting errors of logic or fact that have escaped the author’s atten-
tion. Done poorly, it creates annoyances and difficulties for the author
and can result in inferior publications. Unfortunately, instead of striving
to improve the copyediting of scholarly works, many publishers, trying
to reduce costs, no longer provide extensive copyediting services, relying
on authors to play amateur copy editors.

Arthur Plotnik, in The Elements of Editing: A Modern Guide for Editors and
Journalists (New York: Macmillan, 1982), records questions that come to
his mind if copy editors seem to finish their work too quickly. Although
he is referring primarily to writing for popular magazines, his questions
apply equally well to scholarly publications:

e Have they weighed every phrase and sentence of the script to
determine whether the author’s meaning will be carried to the
intended audience?

e Have they measured every revision they propose to make against
the advantages of the author’s original voice and presentation?

® Have they pondered the effectiveness of every phrase to the limits
of their grammatical ear —and then beyond, with two or three
modern-usage guides at hand?

® Have they studied every possible area of numerical, factual, or
judgmental error until they can swear that to the best of their
knowledge and research this manuscript is accurate and ready
to be immortalized in print?

® Have they strained their eyes for typos and transpositions, espe-
cially in those parts of the manuscript retyped or reorganized?
Have they edited and proofread their own editing as well?

® Have they . . . groveled in the details of the footnotes, tables,
and appendices until every last em-dash, en-dash, and subscript
is marked, every parenthesis is closed, and all abbreviations and
italicizations are consistent?

® Have they cast a legal eye upon every quoted phrase, defama-
tory comment, trade name, allegation, and attribution, whether
it appears in footnote, caption, dedication, title page, or main
text?

® Have they stepped back to consider the impact of the whole as
well as the parts, tuned an ear to overtones of sexism, racism,
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ageism, ethnocentrism, and any other isms that will undermine
the intentions of the author and publisher or unintentionally
alienate the reader?

¢ Have they, if required, provided all the editorial embellishments
to the text —title, subtitle, subheads, author notes, editorial notes,
sidebars, blowups, dingbats, and instructions to the designer?

e Have they, if it is the policy of the publication, cleared every
significant revision and addition with the author? (35-36)

A copy editor’s mission, then, ranges over the gamut of publishing
responsibilities, from helping the author communicate effectively and
providing the “embellishments” the publisher wishes for the manuscript
to protecting the author (who signed the clause holding the publisher
harmless in case of suit) from legal complications. Still, the complaints
of authors against copy editors are legion, and the examples copy editors
can offer of what their authors would have them “‘stet” give cause for worry
about the state of contemporary culture. Yet surely not all authors are
ignorant (if they were, why would their publishers publish them?), and
not all copy editors are failed authors trying to impose their own voices
on every manuscript they touch (if they were, why would publishers hire
them?).

One cause of frequent misunderstanding is the imposition of ‘“house
style” on manuscripts: the editing of spelling, forms for numbers, capitali-
zation, italicization, and the like. Since these matters are somewhat ar-
bitrary, authors often feel they should arbitrate. Whatever arguments
authors bring against house style, they fall before the very practical ar-
gument in its favor: it is the only way a publisher can ensure consistency
both within a work and from work to work, and without such consistency
readers will be left to puzzle the significance of the variations.

Most publishers return a copyedited manuscript to the author to get
responses to the proposed changes and to obtain answers to questions.
In reviewing the copyedited manuscript, the author should remember that
the copy editor is most likely a skilled professional who has not suggested
changes for whimsical reasons. The author should carefully evaluate each
suggested change and either accept it or substitute a different revision
(simply writing “stet” rarely resolves the problem but merely passes it
over to galley proofs or later correspondence). No matter how inane, na-
ive, or irrelevant a copy editor’s question may seem, an author should
attempt to answer all queries (and must not erase or otherwise obliterate
any of them). Experienced copy editors usually explain questions or
changes that do not seem self-explanatory, but sometimes, particularly
when they are pressed for time, they will offer no explanation; experienced



273 Writing and Publication 24

authors usually take it as a matter of faith that there is a reason for the
change. Reproduced below is a portion of the manuscript of this manual
as copyedited by Claire Cook and Roslyn Schloss.
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Before returning the copyedited manuscript to the publisher, the au-
thor should make sure that all questions are answered and all requested
information supplied — and, most important, that all needed changes are
made. From this point forward, changes become costly (and are often
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charged to the author or not even made). It is therefore important to re-
view the copyediting carefully, but every effort should be made to return
the manuscript to the editor within the time agreed on, or as quickly as
possible if no schedule has been set.

1.7.4. Proofreading

Having passed the hurdle of reviewing the copyedited manuscript, the
author shortly thereafter receives a set of galley proofs, usually along with
the manuscript. For most journal articles and many books, galley proofs
are the last an author sees of the work before the printed product. Be-
cause changes at this stage can not only prove costly (usually to the au-
thor) but also seriously delay a publishing schedule, the author should
explain the relative importance of any desired corrections, so that the pub-
lisher can make informed decisions about allowing them. Most publishers
will not authorize stylistic refinements at this stage but will usually make
changes to remove factual errors.

Read galley proofs word for word against the manuscript. If you are
not an experienced proofreader, it may help to have someone else read
the manuscript aloud while you read the proofs. Use appropriate
proofreading symbols in making corrections (see 6.8), and respond clearly
to any queries from the editor or typesetter.

1.7.5. Preparing an index

Preparing the index for a scholarly book is usually the author’s respon-
sibility, and the task entails both intellectual stimulation and sheer drudg-
ery. In negotiating the contract, the author and the editor should determine
the sort of index required: for example, an index of names, an index of
both names and concepts, or even various kinds of indexes. The purpose,
scope, and audience of the index should all receive careful consideration
before preparation begins; it would be inappropriate in a work on Ger-
man philology, for example, to index German words under their transla-
tions and equally inappropriate in a cookbook to index “salmon’ under
Salmo salar.

An author can start working on the index at any point in the develop-
ment of the manuscript, but the most useful stage is often the four to
six weeks between returning galley proofs and receiving page proofs. In
that period an author can usually mark a set of galley proofs with the
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appropriate terms for indexing; because deadlines usually exert consider-
able pressure, an author could even type index cards or slips of paper
at this time (of course, without the page numbers) and, most important,
decide on the appropriate heads and subheads.

The procedure recommended here makes it convenient to begin prepar-
ing the index at any time and to retain copies of the work done at each
stage. It is important to keep such copies, because entries discovered with
erroneous or missing page references usually have to be discarded if there
are no records enabling the indexer to retrace the correct numbers.

To prepare an index, work from either a copy of the manuscript or a
set of galley proofs. Carefully indicate the words and phrases to be in-
dexed and add in the margins words and phrases that do not appear in
the work but that should appear in the index. Mark on the manuscript
or proof any phrase that will need to be inverted in the index. Assign
each word or phrase an appropriate subheading (to guard against the
possibility of ending up with index headings followed by long strings of
undifferentiated page numbers; you can later discard subheadings that
prove needless). Then type the headings seriatim on 8% by 11" sheets
of paper, skipping six lines between headings and numbering the sheets.
When page proofs arrive, read these sheets against the page proofs, make
any needed additions, and mark the appropriate page numbers next to
each heading. Read through the entire set of sheets to make certain that
each heading has a page number (and that the page number makes sense;
that is, if it differs from the page number of the preceding or following
heading, it should differ by only one page). Photocopy these sheets and
save the photocopies. Cut the original sheets into small slips of paper with
one heading, subheading, and page number on each slip. Alphabetize
these slips. Edit them to remove unnecessary subheadings and add slips
for “see” and ‘‘see also” references. Then, working from these slips (ei-
ther loose or taped to large sheets of paper for convenience), type the final
index copy double-spaced and in one column. Although most indexes are
printed in run-in style, it is usually clearer to prepare the copy in indented
style (with each subhead on a separate line indented under the major
head).

The procedure described above was suggested in Kenneth L. Pike, “How
to Make an Index,” PMLA 83 (1968): 991-93. The Chicago Manual of Style
(13th ed., Chicago: U of Chicago P, 1982) recommends typing individual
index cards for each entry (a time-consuming procedure that leaves no
way of tracing errors) and briefly defines various kinds of indexes. Schol-
ars working with computers can facilitate the preparation of indexes by
recording the headings, subheadings, and page numbers, using any ap-
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plications program capable of sorting this material. They can also use
special indexing programs if their manuscripts are in machine-readable
form (although most of these programs actually produce concordances,
with some creative imagination one can make them produce true subject
indexes).

Two systems of alphabetizing can be applied to indexes — letter-by-letter
and word-by-word. All alphabetizing is, of course, essentially by letter.
The letter-by-letter system ignores word spaces and alphabetizes every-
thing up to the first mark of punctuation as if it were all one word; the
word-by-word system, in contrast, alphabetizes only up to the first space
or mark of punctuation and uses the material that follows only when two
first words are identical. The letter-by-letter system is usually preferable.
Disregard accent marks in alphabetizing and follow the rules for names
given in 2.3.

1.7.6. Design of books and journals

Although publishers, not authors, are responsible for the design, produc-
tion, and marketing of books and journals, it is useful for scholars to have
some notion of what happens to their manuscripts apart from editing.
All books and journals must be designed, no matter how simple and
straightforward the result. In selecting page size and typefaces, the designer
must consider costs as well as the requirements of the text. The typeface
chosen should be capable of conveying the substance of the work in the
most legible way (e.g., it may have to have foreign language characters
or a letter el that is distinct from the number one), but it should also
be economical. Although scholarly publishers are increasingly using “‘stan-
dard’ designs for books, each book must be evaluated for its special needs
and the appropriateness of a standard design.

One of the first steps in designing a book is “casting oft”” the manu-
script, that is, estimating the number of characters of text. A cleanly pre-
pared manuscript, with consistent margins, greatly facilitates this process,
enabling the designer to arrive at a relatively accurate estimate by count-
ing only a few random lines and pages. The character count of a manu-
script is then turned into an estimate of the number of pages the book
will contain with various typefaces (each gets a different average number
of characters in the same space). With these figures the designer can cal-
culate the costs of using various page sizes with various amounts of type
on each page. After determining the best combination, the designer writes
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the specifications. These specifications cover every aspect of the typogra-
phy of the book, from the size of the indent for each paragraph to the
use of embellished type for chapter openings. The following is a portion
of the specifications for this book, as designed by Judith Altreuter:

he MLA Style a

Composition specifications, third revision

GENERAL

Trim size: 6" x 9"

Margins: head--1/2"; gutter--3/4"

Type page: 25 x 45 picas

Text page: 25 x 42 picas

Running head: 36 pt. from baseline of running head to
baseline of text
chapter title: 12-pt. Baskerville,
centered (same copy left and right)
section number: 12-pt. Bask. boldface,
outside flush
folio: 10-pt. Bask., inside flush
No running head on chapter opening pages

Text: 10/12 Bask. x 25 picas

Paragraph indent: i-em indent
Extract: 9/11 Bask. x 25 picas; 18 pt. b/b above,
24 pt. b/b below to 5 heads or 18 pt. b/b

below to text
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LISTS 10/12 Bask., 30 pt. b/b above and below
entire list

Numbered lists: 2-em indent to number followed by period
and then em space to text; numbers to
align on the periods. Turnovers to indent
to align with first line, no extra space
between entries

HEADS

Chapter number: 16-pt. Bask. bold, left flush x 25 picas,
em space to ct, align with top of text
page

Chapter title (ct): 16/18 Bask. bold caps, TOs align with text
of first line, 45 pt. b/b below to h1 or
text

Head1! (h1) number: 14-pt. Bask. bold, left flush x 25 picas,
em space to h1, 45 pt. b/b above to ct or

text

The complete specifications, single-spaced, run to three pages and deal
with all the intricacies of this book, including the typewriter face used
for examples. Scholars interested in the details of book design should con-
sult the references at the end of section 5.9.

The design of a book also includes its jacket and cover, the selection
of the paper on which it is to be printed, the cloth or paper with which
it will be bound, the method of binding, and the use of headbands in
the binding.

Designing a journal involves the same steps, but the designer also has
to plan an economical design that is flexible enough to accommodate the
editorial plans for the journal and to meet postal and copyright regulations.



¥.7.7 Writing and Publication 30

1.7.7. Types of composition processes

Originally typesetting involved selecting preformed metal characters
from a case, arranging them into lines on a composing stick, and then,
after laying out the lines in galleys to take a proof impression, locking
them into chases. The type was then inked and pressed against paper
to produce a printed product. The terminology of publishing still reflects
these procedures, which held sway for four centuries.

Typesetting was mechanized in the late nineteenth century, with the
invention of the Linotype and the Monotype. These machines essentially
automated the selection of the metal characters, the Linotype by arrang-
ing type matrixes in lines and then casting a solid line of type, the Mono-
type by casting individual pieces of type in the order needed. Recent
decades have seen rapid changes in composition methods, with the result
that most books and journals are now composed through some sort of
photocomposition system, wherein beams of light formed into the shape
of the images to be reproduced (letters, numbers, and symbols) shine on
photosensitive paper or film. The beams of light are controlled, ultimately,
by a computerized system that records not only the images to be
reproduced but also the codes indicating their size and position relative
to other images.

Much has been written about the significance of these developments
for scholarly publishing, but no two accounts agree. Photocomposition
is cheaper or more expensive; corrections are easier or more difficult and
prone to additional error; the results match those of the older methods
or destroy the art of fine bookmaking. It is helpful for the author in
proofreading and in marking proofs to understand the composition process
used. Production editors are usually happy to explain the procedure and
its significance for the author’s role in publishing.

Increasingly, books are being typeset from computer materials supplied
by their authors. This procedure requires transforming the writer’s com-
puter tape or disk, with its internal codes for producing a manuscript
acceptable in appearance to readers and editors, into a tape or disk capa-
ble of driving sophisticated typesetting equipment with complex codes
of its own. Methods of preparing a manuscript to facilitate this transi-
tion are discussed in 3.5.3. Authors working on computers should explore
how their word processing systems might satisfy both the most discriminat-
ing reader of a manuscript and the needs of a computer system to set
type. Careful coding can result in two versions of a tape or disk, identical
in substantive content but different in capability, one able to produce a
pleasing manuscript and the other readily able to be typeset.
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1.7.8. Marketing of books

Since academic libraries and individual scholars are the primary pur-
chasers of scholarly books, publishers do not market them like trade books
and textbooks. For academic libraries, reviews, particularly in Choice, are
extremely important. Publishers attempt to reach individual scholars not
only through reviews but also through direct mail, advertisements in schol-
arly journals, and exhibits at scholarly meetings. Authors can help mar-
ket their books by providing publishers with lists of journals whose reviews
are read and respected by other scholars in the field. For direct-mail ad-
vertising of books, publishers rely on lists of their own customers as well
as on lists provided by professional and scholarly associations and by
several list services. An author can assist in direct-mail advertising by
informing the publisher of any special organizations or groups whose
members might be particularly interested in the book. Publishers exhibit
their books at meetings of major scholarly associations; authors can as-
sist their publishers by directing them to specialized meetings that have
exhibit opportunities, but since the costs of exhibiting are quite high,
authors should not expect their publishers to exhibit at every meeting.

1.8. Guidelines for author-publisher relations:
Summary and conclusion

The relations between authors and publishers should be marked at all
times by full and open communication. From this simple premise one
can derive specific guidelines for the steps of the publishing process.

An author submitting a prospectus or manuscript for consideration
should indicate whether it is being considered elsewhere and whether any
part of the proposed work has been or will be published elsewhere. Be-
cause of the costs of the evaluation process, many publishers decline to
review work being considered elsewhere.

Publishers should acknowledge receipt of a prospectus or manuscript
within a reasonable time and let the author know when to expect a deci-
sion. Because review procedures vary, it is difficult to define a reasonable
time for evaluation. While publishers should complete this step as rapidly
as possible, a thorough review of a book-length manuscript can some-
times take more than a year. Should the publisher fail to keep the author
informed of the status of the review process, the author can feel free, af-
ter giving the publisher reasonable notice, to take the prospectus or manu-
script elsewhere.
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Following conditional acceptance of a prospectus or manuscript, pub-
lishers must indicate to the author exactly what revisions they want.
Authors should respond promptly, indicating whether they are willing to
make the changes and estimating the date by which the changes will be
made.

Once a prospectus or manuscript has been accepted, an author should
not attempt to withdraw it, except in extreme circumstances. Most schol-
arly publishers view the submission of a manuscript as an invitation to
publish the manuscript. An author who wishes to place conditions on
that invitation should state them clearly when offering the manuscript
for consideration.

Throughout the process leading to publication, the author should re-
ply promptly to requests from the publisher and return copyedited manu-
script and proofs in accordance with the publisher’s schedule. The
publisher must keep the author informed of the publishing schedule and
allow adequate time for reviewing the copyedited manuscript, correcting
proofs, and compiling the index.

An author can often help the publisher promote the book by suggest-
ing journals that are likely to review it and by providing the information
the publisher requests. Since most scholarly books are printed in small
quantities, the number of copies available for review and promotion pur-
poses is usually limited. Authors can often suggest the best places to send
them.

The publisher’s contract should spell out all that an author needs to
know about the compensation, if any, to be received and the schedule
of payments. Authors should read their contracts with care, keeping them
available for reference. Since copyrights are personal property that may
be assigned in a will or other legal instrument, the contracts relating to
published books and articles should be kept among an author’s legal
papers.

Specific guidelines for the relations between authors and journal edi-
tors can be found in Guidelines for Journal Editors and Contributors, prepared
for the Conference of Editors of Learned Journals (New York: MLA,
1984).

1.9. Copyright and other legal considerations

In addition to copyright law, the laws that sometimes concern authors
deal with libel, invasion of privacy, and occasionally even commerce and
trade. It is difficult to generalize in a useful way about the legal consider-
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ations surrounding scholarly publishing. This section will point to some
that apply within the United States and offer general observations, but
there are exceptions and qualifications to almost every possible generali-
zation. Thus an author would be well advised to consult some of the pub-
lications listed at the end of this section and, when necessary, to confer
with an attorney. Much of the material in this section on copyright is
drawn, sometimes verbatim, from Walter S. Achtert, “The New Copy-
right Law,” PMLA 93 (1978): 572-77.

1.9.1. Copyright law

Copyright law in the United States was thoroughly revised by the Copy-
right Revision Act of 1976, which amended in its entirety section 17 of
the United States Code. Most of the new provisions went into effect on
1 January 1978, but some are still being phased in, and the full effect
of the law will not be felt until well into the twenty-first century. The ma-
jor changes that concern scholars and teachers in the humanities are the
following: (a) The law established a single system of statutory federal copy-
right protection for all copyrightable works, whether published or un-
published, abolishing the old dual system of common-law copyright for
unpublished works and federal statutory copyright for published works.
(b) The term of copyright protection is now the life of the author plus
50 years, for both published and unpublished works. (c) Authors may now
reclaim any transfer of rights under copyright after 35 years. (d) The ju-
dicial doctrine of “fair use” is part of the statute. (¢) The provisions for
notice of copyright are more lenient than they were under the old law.

a. Statutory copyright

The establishment of a single system of limited statutory copyright is
the most far-reaching change in the law. Because the transition from the
old law to the new one will not be completed for several decades and be-
cause the general understanding of copyright law held by scholars is of-
ten derived from the old law, it is necessary to consider the changes in
some detail. Under the old copyright law, an unpublished work was pro-
tected by common-law copyright, retaining for the author and the author’s
heirs absolute and exclusive rights in perpetuity. Thus permission to quote
from or publish any unpublished manuscript had to be obtained, regard-
less of the age of the manuscript or the extent of the quotation. This pro-
vision was both a blessing and a curse for scholars: a blessing because
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it assured the owners of any unpublished manuscript (and one must al-
ways distinguish between the owners of the physical manuscript and the
owners of the literary rights to the manuscript) that they could allow schol-
ars to see, read, and even take notes from the manuscript without
jeopardizing the value of that property; a curse because it required schol-
ars to search long and hard for the owners of literary rights to any un-
published manuscript before they could quote from or publish the
manuscript. Although a scholar could publish the manuscript if the owners
of the literary rights could not be discovered after diligent search, there
was always the fear that the owners would later surface and sue—and
the courts would then have to decide whether the search had been
sufficiently diligent. Under the new system of a single federal statutory
copyright, unpublished manuscripts are treated the same as published
manuscripts: copyright is reserved to the author for a limited time, and
the copyright to unpublished works is no longer absolute but subject to
statutory exceptions and exemptions. Although the transition provisions
of the law (discussed below) keep unpublished manuscripts under copy-
right protection until at least 2002, the change cannot be emphasized too
much: the rights to unpublished works are no longer absolute; such rights
are subject to the provisions of fair use and other sections of the copy-
right law (but the factors involved in judging fair use are likely to be
weighed differently for unpublished and published works).

b. Duration of copyright

Once the new United States copyright law goes completely into effect,
it will afford copyright protection to eligible works for a period of the life
of the author plus 50 years. This term of protection now covers all works
of known personal authorship created after 1 January 1978. For works
made for hire (normally written by an author as a salaried employee or,
with severe restrictions, under a contract that designates the work as made
for hire) and for anonymous and pseudonymous works (unless the iden-
tity of the author is recorded in the Copyright Office), the term is 75 years
from publication or 100 years from creation, whichever is shorter. Thus,
to determine the copyright status of a work, one needs to ascertain that
the author is living or when the author died. The Copyright Office main-
tains records that may be relied on, as a defense in any action for in-
fringement, to establish that an author has died or is still living. In general,
the law holds that an author may be presumed dead 75 years after the
first publication of a work or 100 years from its creation, unless a record
in the Copyright Office testifies otherwise.
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A complex series of provisions extends the new law to works existing
on 1 January 1978. For works already under statutory federal copyright,
the law retains the old term of copyright of 28 years from first publica-
tion but allows the copyright to be renewed for a second term of 47 years.
To obtain the extended coverage, copyrights subsisting in their first term
on 1 January 1978 must be renewed within the last year of their original
coverage. Works that were already in their renewal terms or that were
legally registered for renewal before 1 January 1978 have had their renewal
terms automatically extended to 47 years. A series of acts passed while
the revision act was under consideration extended the existing renewal
terms of any copyrights that would have expired on or after 19 Septem-
ber 1962, so that they were covered by the new law. Thus, works first
copyrighted on 19 September 1906 and duly renewed at the end of 28
years remained under copyright protection until the end of 1981; the copy-
right on all works published before 1 January 1910 expired at the end
of 1984. Works created before 1 January 1978 but neither under statu-
tory copyright before that date nor in the public domain on that date
have copyright protection for the life of the author plus 50 years, except
that in no instance shall the copyright under this provision expire before
31 December 2002 (and if the work is published before then, copyright
shall extend until at least 2027). Thus the copyright to an unpublished
manuscript of an author who died, for example, in 1700 will subsist until
at least 2002, and if the work is published before the end of 2002, until
2027.

c. Termination of transfers

An author or certain of an author’s heirs may terminate any transfers
of rights under copyright after 35 years by serving written notice on the
person or corporation to whom the rights were transferred. The written
notice must be served within 5 years after the 35 years following the trans-
fer (with some exceptions). Thus, an author may legally abrogate a con-
tract with a publisher after 35 years. The effect of such a termination
on the publisher’s contracts with others (e.g., for movie rights) is currently
the subject of litigation.

For works under copyright either in their original term or in a renewal
term on 1 January 1978, transfers of rights under copyright may be ter-
minated within 5 years following 56 years of copyright protection, provided
that notice is given at least 2 years, and no more than 10 years, before
the effective date of termination.
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d. Fair use

United States copyright law now incorporates the doctrine of “fair use”
that was originally developed by the courts in exempting certain uses of
copyrighted works from charges of infringement. Briefly stated, this doc-
trine holds that any use of a copyrighted work that is ““fair’’ is not an in-
fringement. One person’s concept of “fair,” however, is not necessarily
another’s or the law’s. Teachers, for instance, tend to think that any copy-
ing they do for their classes is certainly “fair’’: they have no motive of
profit; the copying is not a substitute for the purchase of a book; and the
copying of an author’s work— even, for example, a long poem —might in-
spire students to purchase the author’s books. But publishers tend to think
that no copying is “fair’’: although teachers may have no motive of profit,
copying denies authors their legitimate royalties; if no copying were done,
there would be a greater market for anthologies. The entire section of
the copyright law dealing with fair use reads as follows:

Notwithstanding the provisions of section 106, the fair use of a copyrighted work,
including such use by reproduction in copies or phonorecords or by any other
means specified by that section, for purposes such as criticism, comment, news
reporting, teaching (including multiple copies for classroom use), scholarship, or
research, is not an infringement of copyright. In determining whether the use
made of a work in any particular case is a fair use, the factors to be included
shall include —

(1) the purpose and character of the use, including whether such use is of a
commercial nature or is for nonprofit educational purposes;

(2) the nature of the copyrighted work;

(3) the amount and substantiality of the portion used in relation to the
copyrighted work as a whole; and

(4) the effect of the use upon the potential market for or value of the copyrighted
work. (17 US Code, sec. 107)

Although these phrases in the law provide some clarification, they leave
it to the courts to rule on any particular use. The courts consider these
four factors —and any other factors they consider relevant. The “legisla-
tive history” of the law provides further guidance on what constitutes fair
use, and the courts are free, but not required, to consider it in their deliber-
ations.

The legislative history consists of the committee reports of both houses
of Congress, the conference report, and the floor debates that took place
before passage of the act. In the legislative history, one finds that Con-
gress attempted to clarify “fair use” in two ways: by stating what changes,
if any, it was trying to make in the prevailing legal situation and by provid-
ing reasonable ‘“‘guidelines.”
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The legislative history is clear about what changes Congress was ad-
vocating: none. The Senate and the House committee reports contain
the identical sentence: “Section 107 is intended to restate the present ju-
dicial doctrine of fair use, not to change, narrow, or enlarge it in any way.”

To clarify the law further, Congress “accepted as part” of its ‘“‘under-
standing of fair use” a set of “Guidelines for Classroom Copying.” These
guidelines, about which much has been written, are intended, in the words
of the House committee report, to provide “‘a reasonable interpretation
of the minimum standards of fair use. Teachers will know that copying
within the guidelines is fair use.” The guidelines, then, as they them-
selves state, are minimum and not maximum standards; and, as the com-
mittee also pointed out, uses not included within the guidelines might
still qualify as fair. The guidelines apply only to copying for one’s own
use in doing research and in teaching, or preparing to teach, a class; they
do not concern fair use in published works. In their entirety, they read
as follows:

The purpose of the following guidelines is to state the minimum and not the max-
imum standards of educational fair use under Section 107 of H.R. 2223. The
parties agree that the conditions determining the extent of permissible copying
for educational purposes may change in the future; that certain types of copying
permitted under these guidelines may not be permissible in the future; and con-
versely that in the future other types of copying not permitted under these guide-
lines may be permissible under revised guidelines.

Moreover, the following statement of guidelines is not intended to limit the
types of copying permitted under the standards of fair use under judicial deci-
sion and which are stated in Section 107 of the Copyright Revision Bill. There
may be instances in which copying which does not fall within the guidelines stated
below may nonetheless be permitted under the criteria of fair use.

Guidelines

L. Single Copying for Teachers

A single copy may be made of any of the following by or for a teacher at his
or her individual request for his or her scholarly research or use in teaching or
preparation to teach a class:

A. A chapter from a book;

B. An article from a periodical or newspaper;

C. A short story, short essay or short poem, whether or not from a collective
work;

D. A chart, graph, diagram, drawing, cartoon or picture from a book, period-
ical, or newspaper.

I1. Multiple Coptes for Classroom Use

Multiple copies (not to exceed in any event more than one copy per pupil in
a course) may be made by or for the teacher giving the course for classroom use
or discussion; provided that:
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A. The copying meets the tests of brevity and spontaneity as defined below; and,

B. Meets the cumulative effect test as defined below; and,

C. Each copy includes a notice of copyright.

Definitions

Br?vity

(i) Poetry: (a) A complete poem if less than 250 words and if printed on not
more than two pages or, (b) from a longer poem, an excerpt of not more than
250 words.

(ii) Prose: (a) Either a complete article, story or essay of less than 2,500 words,
or (b) an excerpt from any prose work of not more than 1,000 words or 10% of
the work, whichever is less, but in any event a minimum of 500 words.

[Each of the numerical limits stated in ‘1’ and “ii”’ above may be expanded
to permit the completion of an unfinished line of a poem or of an unfinished prose
paragraph.]

(iii) Illustration: One chart, graph, diagram, drawing, cartoon or picture per
book or per periodical issue.

(iv) “Special’” works: Certain works in poetry, prose or in “‘poetic prose’’ which
often combine language with illustrations and which are intended sometimes for
children and at other times for a more general audience fall short of 2,500 words
in their entirety. Paragraph “ii”” above notwithstanding such “‘special works’’ may
not be reproduced in their entirety; however, an excerpt comprising not more
than two of the published pages of such special work and containing not more
than 10% of the words found in the text thereof, may be reproduced.

Spontanerty

(i) The copying is at the instance and inspiration of the individual teacher, and

(11) The inspiration and decision to use the work and the moment of its use
for maximum teaching effectiveness are so close in time that it would be unreason-
able to expect a timely reply to a request for permission.

Cumulative Effect

(i) The copying of the material is for only one course in the school in which
the copies are made.

(i1) Not more than one short poem, article, story, essay or two excerpts may
be copied from the same author, nor more than three from the same collective
work or periodical volume during one class term.

(iii) There shall not be more than nine instances of such multiple copying for
one course during one class term.

[The limitations stated in “ii"” and “iii”” above shall not apply to current news
periodicals and newspapers and current news sections of other periodicals.]

II1. Prohibitions as to I and II Above

Notwithstanding any of the above, the following shall be prohibited:

(A) Copying shall not be used to create or to replace or substitute for antholo-
gies, compilations or collective works. Such replacement or substitution may oc-
cur whether copies of various works or excerpts therefrom are accumulated or
reproduced and used separately.
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(B) There shall be no copying of or from works intended to be “‘consumable”’
in the course of study or of teaching. These include workbooks, exercises, stan-
dardized tests and test booklets and answer sheets and like consumable material.

(C) Copying shall not:

(a) Substitute for the purchase of books, publishers’ reprints or periodicals;

(b) be directed by higher authority;

(c) be repeated with respect to the same item by the same teacher from term
to term.

(D) No charge shall be made to the student beyond the actual cost of the pho-
tocopying. (94th Cong., 2nd sess., H. Rept. 94-1476, 68-70)

For photocopying beyond the limits of fair use, publishers have established
the Copyright Clearance Center, through which royalties may be paid.

Fair use in scholarly articles and books is a somewhat simpler matter,
but scholars who include quotations in their writing should place them-
selves in the role of the publisher of the work quoted and, considering
all four factors listed in the law, judge whether the extracts, either in-
dividually or in their cumulative effect, are “fair.” If the use does not seem
fair, scholars should consult their editors for further guidance. (See 1.9.2
for guidance on how to request permission to use copyrighted work be-
yond the boundaries of fair use.)

e. Notice of copyright

The old law provided that, unless every copy of a work (with some ex-
ceptions) bore a notice of copyright, the work was in the public domain.
One could thus rather readily ascertain whether a work was copyrighted
by searching for the notice, which had to be affixed in a prescribed loca-
tion. The presumptions under the new law are different: statutory copy-
right now exists from the moment a work is created (and an unpublished
work does not need to include a copyright notice to have copyright pro-
tection). But published works still require copyright notices. What con-
stitutes publication, however, could be the subject of litigation: to be
cautious, scholars should place copyright notices on copies of manuscripts
that they circulate widely, such as to persons attending a convention. The
new law further provides that within 5 years of publication of a work with-
out notice, action may be taken to secure continued copyright in the work.
The effect of all these provisions concerning notice of copyright is that
the only way to ascertain whether a published work is copyrighted is to
examine the work for a notice of copyright and, if there is none, to search
the records of the Copyright Office 5 years after publication.
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1.9.2. Permissions

The use of a copyrighted work beyond that permitted by law requires
the consent of the owner of the right to that type of use. The consent
given by the owner can be contingent on the payment of a fee, the print-
ing of an acknowledgment in a prescribed wording and location, or any
other requirement the owner may wish to set forth. The use of a
copyrighted work in a critical article or book is ordinarily within fair use.
Scholars should make certain, however, that the “amount and substan-
tiality” of the portion used does not exceed their legitimate needs. Reprint-
ing copyrighted material or quoting from it for its own sake, no matter
how brief the excerpt, never constitutes fair use and always requires per-
mission. Thus, for example, publishers cannot publish an anthology of
even snippets from reviews of a novel without acquiring the consent of
the owners of the rights to those reviews. In any dispute, the courts de-
cide whether a use is fair; they may consider statements by publishers
or literary executors that quotation beyond a certain length is not fair
use, but such statements do not themselves determine the law. Scholars
should ponder the definition of fair use given in the copyright law (see
1.9.1d) and seek permission for uses that do not fall within this definition.

When required, permission must be sought from the owner or the
owner’s agent. Regardless of the name printed with the copyright notice
in a book, the right to reprint passages from the book is most often granted
by the publisher (if the publisher does not hold the rights or have the
power to act as the agent of the person who does, the publisher can usually
direct the request to the appropriate person).

Requests to quote or reprint should be directed to the ‘“Permissions
Editor” of the publisher in question and should state clearly the exact
material to be quoted or reprinted (including a full citation of the work,
the pages on which the material appears, and the opening and closing
words) and the manner in which the material will be used (including all
details about the intended publication —the name of the publisher, the
number of copies to be printed, the audience to which the work is ad-
dressed, and its price). Since many publishers, particularly publishers of
journals, routinely seek the author’s consent before granting permission
to reprint an essay, scholars should allow at least six weeks to receive a
response.

1.9.3. Libel and other legal considerations

The laws defining “libel’” are as complex as any other body of law.
Generally speaking, a written statement that unjustly damages a person’s
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reputation is libelous. Likewise, scholars should be aware, laws protect-
ing the right of privacy are sometimes invoked against authors. Scholars
who feel that what they have written might damage the reputation of a
person (living or dead) or might reveal private matters about a person
should confer with their publishers about this possibility or else consult
their own attorneys.

1.9.4. Further guidance

Further guidance in these matters can be sought in the works listed
below:

Publications of the Copyright Office

The publications of the Copyright Office are, of course, authoritative,
but the Copyright Office is prohibited from providing any interpretation
of the law except in the form of regulations. The following publications
are available free of charge from the Copyright Office (Library of Con-
gress, Washington, DC 20559):

Copyright and the Librarian. Circular R21. 9 pp.

Duration of Copyright under the New Law. Circular R15a. 3 pp.

Extension of Copyright Term in Certain Cases under Copyright Act of 1976. Cir-
cular R15t. 2 pp.

Highlights of the New Copyright Law. Circular R99. 4 pp.

Public Law 94-553 (90 Stat. 2541). 62 pp. [The copyright law itself.]

Reproduction of Copyrighted Works by Educators and Librarians. Circular R21.

26 pp.

Other publications

The publications listed below often provide more helpful guidance, since
their authors are not prohibited from expressing opinions and offering
interpretations. A number of articles, pamphlets, and books have been
excluded from this list because they overstate the restrictions on fair use.

Copyright Revision Act of 1976: Law, Explanation, Committee Reports. Chicago:
Commerce Clearing House, 1976. 279 pp.
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Johnston, Donald F. Copyright Handbook. 2nd ed. New York: Bowker, 1982.
381 pp.

The New Copyright Law: Questions Teachers and Librarians Ask. Washington:
Natl. Educ. Assn., 1977. 76 pp.

Spilhaus, A. F.,, Jr. “The Copyright Clearance Center.” Scholarly Publish-
ing 9 (1978): 143-48.

Thorpe, James. The Use of Manuscripts in Literary Research: Problems of Access
and Literary Property Rights. 2nd ed. New York: MLA, 1979. 40 pp.



2 MECHANICS OF WRITING

Although the scope of this book precludes a detailed discussion of gram-
mar, usage, readability, and related concerns in scholarly writing, this
chapter addresses questions that commonly arise about the mechanical
aspects of style:

Spelling

Punctuation

Names of persons
Capitalization

Titles in manuscripts
Quotations

Numbers
Transliteration

© NP Ok o

For more comprehensive discussions of these matters, see the standard
handbooks of writing, such as those listed in 1.3.

2.1. Spelling
2.1.1.  Consistency and “preferred” spelling

Spelling, including hyphenation, should be consistent throughout the
manuscript —except in quotations, which must retain the spelling of the
sources.

To ensure accuracy and consistency, always use a single widely recog-
nized authority for spelling; most publishers recommend Webster’s Colle-
giate Dictionary or, if the word is not listed there, Webster’s Third New
International Dictionary. Where entries show variant spellings, use the form
given first or, if the variants have separate listings, the form that appears
with the full definition. Inform your editor, before copyediting begins,
of any necessary deviations from this practice.

2.1.2. Word division

Avoid dividing a word at the end of a line. Leave the line short —even
extremely short—rather than divide a word.
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2.1.3. Accents

In quoting, reproduce all accents exactly as they appear in the origi-
nal. If your typewriter does not have accent marks, write them in by hand.

In French, an accented letter does not always retain the accent mark
when capitalized (the accent required in éole may be omitted in Ecole,
for example), but an accent is never unacceptable over a capital letter
that would require one if it were lowercase. When transcribing words that
appear in all capitals and changing them to lowercase (as in transcribing
a title from a title page), insert the necessary accents.

2.1.4. Diaeresis

In German words the diaeresis, not e, should be used for the umlaut
(@, 6, & rather than ae, oe, ue), even for initial capitals (Uber). But common
usage must be observed for names: Go6tz, but Goethe. Alphabetize words
with the diaeresis without regard to the diaeresis.

2.1.5. Digraphs

A digraph is a combination of two letters that represents only one sound
(e.g., th, oa in broad). In many languages, some digraphs appear united
in print (e, @, f); transcribe them in typescript without any connection
between them (ae, oe, ss). (If it is necessary to reproduce the united charac-
ter as closely as possible, write in the character or join the tops of the
two typed letters.)

In American English, the digraph ae is being abandoned in favor of
¢ alone: archeology, encyclopedia, and medieval are now common spellings.
Follow the dictionary you have adopted for your work.

2.1.6. Plurals

The plurals of English words are generally formed by adding the suffix
-s or -es. The tendency in American English is to form the plurals of words
naturalized from other languages in the same manner. The plurals librett:
and formulae, for example, are giving way to libretios and formulas. But other
adopted words, like alumni and phenomena, retain the original plurals. Con-
sult a dictionary for guidance. (See 2.2.2 for plurals of letters and for pos-
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