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S ince its publication in 1985, the MLA Style
Manual has been the standard guide for
graduate students, teachers, and scholars in
the humanities and for professional writers in
many fields. Extensively reorganized and re-
vised, the eagerly awaited second edition con-
tains new sections and updated guidelines on

citing electronic works—including sources

from the Internet.

The volume begins with an expanded chap-
ter on the publication process, from manu-
script to published work, and includes advice
for those seeking to publish their articles or
books. The second chapter (entirely new to
this edition), by the attorney Arthur F. Abel-
man, reviews legal issues, such as the arcana
of copyright law, the concept of fair use, the
provisions of a typical publishing contract,

defamation, and the emergence of privacy law.

Subsequent chapters discuss stylistic con-
ventions and the preparation of manuscripts,
theses, and dissertations. Chapter 3 gives an
overview of writing fundamentals and includes
expanded sections on spelling, punctuation,
italicization, and capitalization; it also covers
the treatment of titles, names of persons, quo-
tations, and numbers. Chapters 4 and 5 de-
scribe the mechanics of preparing scholarly
manuscripts, theses, and dissertations and pro-
vide a section on readying manuscripts for elec-
tronic publication. Chapters 6 and 7 offer an
authoritative and comprehensive presentation
of MLA documentation style, including cita-
tion formats for materials found on the World
Wide Web and for other electronic resources.
The last chapter lists common abbreviations
and proofreading symbols. An appendix de-

tails other systems of documentation.
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FOREWORD

Herbert Lindenberger

The MLA Style Manual and Guide to Scholarly Publishing is addressed to
those of you contemplating serious publication in the field of literature
and language. Unlike the MLA Handbook for Writers of Research Papers,
which is intended primarily for undergraduates, the Manual estab-
lishes ground rules and provides practical advice for scholars—from
advanced undergraduates to authors preparing their first books
for publication—in a variety of subfields such as literary history and
theory, rhetoric and composition, second-language acquisition, and
ethnic and cultural studies. Students and teachers of literature and lan-
guage, however divergent their research interests and methods, form
a distinct disciplinary community sharing certain assumptions
about, for instance, the value of contributing new knowledge about a
culture’s texts and the need to present this knowledge to other
members of the community by means of solid evidence and rational
argument.

A manual like this one, to the extent that it offers a uniform set of
rules and conventions to govern the presentation of scholarship in arti-
cles and books, can be viewed as articulating the present highly diver-
sified institutional style of literary and language study. This volume’s
ancestor was a thin paperbound pamphlet called the MLA Style Sheet,
which came out in 1951, when I was a graduate student. I remember
using it for my dissertation and first publications; indeed, since I do
not possess a good memory for textual detail—in what order and with
what punctuation, for example, to present the various items in an end-
note or a bibliographic entry—I confess having needed to consult the
Style Sheet and its successors regularly throughout my publishing
career. I might further confess that this very day, while preparing the

Herbert Lindenberger, Avalon Foundation Professor of Humanities at Stanford
University, was president of the Modern Language Association in 1997.
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FOREWORD

final manuscript of a book on opera and literature for a university
press, I had to look up the rule on when to spell out numbers and
when to present them as numerals.

You may wonder whether the uniform rules with which much of
the Style Manual is concerned are not at odds with one of the central
requisites of academic research: the need for originality. Does not the
demand to follow an intricate set of codes inhibit, perhaps even stifle,
a scholar’s thinking? Quite the contrary, for with constraints come
opportunities. When you follow a standard manual, you do not need
to create a style from scratch, and your readers are not obliged to learn
a new system. Standardization of form keeps you from having to
worry about nonsubstantive matters, and as a consequence you can
concentrate on your genuinely fresh contributions.

Moreover, observing the codes that have been agreed on within
our disciplinary community signals your membership in the commu-
nity. These codes range from the hard-and-fast rules for placing com-
mas to matters that demand a certain discretion—knowing when, for
example, to cite a source for a statement you make and when to
assume that the source is common knowledge for most of your read-
ers. In a large field such as ours, adherence to these codes allows your
writing to be taken seriously, whether by referees who decide the pub-
lication of your work or by readers whom you ultimately hope to con-
vince with your evidence and arguments but who are otherwise
unacquainted with you. Indeed, it is through the confines imposed by
a commonly acknowledged set of practices that readers can judge the
competence of your methods and the individuality of what you offer.

As a disciplinary community concerned with the preservation and
interpretation of texts, we can trace our roots back well over two mil-
lennia to the rhetoricians, critics, and editors of ancient Greece and
Rome. The changes that have taken place since that remote time in the
interpreter’s relation to text and reader, in the purpose and function of
interpretation within a culture, and in the technological means by
which knowledge is disseminated are so profound that terms such as
critic, scholar, and historical have developed distinct meanings in differ-
ent settings and times. Similarly, what has counted as an original con-
tribution to knowledge has changed considerably over the years.

In spite of this apparent discontinuity, a conversation among prac-
titioners widely separated in time and place has evolved by means of
publication. While the conventions they agree to follow ensure that
this conversation will remain disciplined, the original ideas they artic-
ulate can give it a liveliness, a sense of the unexpected, that continu-
ingly renews scholarship. As you enter this conversation, you are
staking out a claim to membership in a profession with a long, vital,
and also often contentious history.

To demonstrate how publication keeps alive the enterprise of
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FOREWORD

scholars in languages and literature—above all, to help you view your
professional activities within a large historical spectrum—I propose to
look back a little more than two centuries at some commentaries on a
much discussed poem, Milton’s “Lycidas.” Each of these commen-
taries is not only embedded in the values of its time, each also offers
what counted as an original view of “Lycidas” according to the pre-
vailing definitions of the critic’s or scholar’s role. Consider the follow-
ing sentences, all of which begin commentaries on this literary text:

1779: “One of the poems on which much praise has been bestowed
is Lycidas; of which the diction is harsh, the rhymes uncertain, and
the numbers unpleasing.” (Johnson 224)

1859: “What the wits and scholars of England at large were doing
for Ben’s memory, a select number of wits and scholars, chiefly
connected with Cambridge, had resolved to do for the memory of

poor Edward King.” (Masson 602)
1910: “To most modern readers the pastoral setting of Milton’s
Lycidas is far from being an element of beauty.” (Hanford 403)

1933: “It was published in 1638, and therefore I shall not pretend

to be offering a fresh tidbit to the moderns; clearly a product of

that darkness which preceded our incomparable modernity.”
(Ransom 179)

1958: “I should like to begin with a brief discussion of a familiar
poem, Milton’s Lycidas, in the hope that some of the inferences
drawn from the analysis will be relevant to the theme of this con-
ference.” (Frye 44)

1962: "My point is that, on the evidence of their own commen-
taries [on “Lycidas”], critics agree about the excellence of quite dif-
ferent poems.” (Abrams, “Five Ways” 1-2)

1996: “When Milton appointed Lycidas ‘the Genius of the shore,’
he was staking a claim for his nation as well as his poem.”
(Lipking 205)

The first quotation, because of its author’s fame and the resolute-
ness of its condemnation, may well be the most readily identifiable
statement ever made about Milton’s poem. Though most of us today
are put off by absolute judgments of this sort, a literary critic in
Samuel Johnson’s time served as a propagator and arbiter of shared
values and thus gave cohesion to the new and rapidly growing
middle-class reading public. Famous for the dictionary on which he
had labored for much of his career, Johnson was granted institutional
authority by readers who sought guidance in developing their literary
taste and, in the process, maximizing their cultural capital.
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If Johnson happens to reject “Lycidas” as belonging to what he
calls an untruthful and “disgusting” genre (224), it is not that he was
naive about the literary tradition to which the poem belongs but rather
that the notion of achieving sympathy with earlier texts and of placing
them in their appropriate historical contexts did not emerge until the
succeeding century. His task as a critic was not so much to generate
new interpretations as to make explicit the values that he and, he
assumed, his readers already held.

The second quotation, unlike the others, comes not from an essay
on “Lycidas” but from one of the great monuments of Victorian liter-
ary biography, David Masson’s Life of Joln Milton, in which the treat-
ment of this pastoral elegy takes up only fourteen out of several
thousand pages. Note the familiar tone—unthinkable for any of us to
use today—with which Masson approaches his readers by referring to
“poor Edward King” and calling Ben Jonson by first name alone.
Unlike scholars of our century, Masson was writing for a general pub-
lic, the same educated public that followed the pronouncements of the
great Victorian sages, among them his friend, sponsor, and fellow Scot
Thomas Carlyle.

Since Masson is writing in the genre long dubbed “life and times,”
he is unsparing in the number of historical facts he offers, though he
makes no attempt to integrate them within his discussion of the poem.
Indeed, only a relatively few pages are devoted to what a later genera-
tion was to call “the poem itself.” What Masson provides would
scarcely be labeled criticism in the mid to late twentieth century.
Rather, we get a lengthy paraphrase of the poem liberally sprinkled
with quotations; in fact, Masson reproduces many of the poem’s
images not, as in a present-day essay, to illustrate the critic’s points but
to encourage the reader to reexperience the poem—for example, when
he describes the hero’s apotheosis: “[Lycidas] is now in a region of
groves and streams other and more lovely than those of this earthly
Arcady where we are fain to bury him” (614).

Moving forward to James Holly Hanford’s essay, of 1910, you will
note a radically different conception of what should properly be the
study of a poem. The quoted opening sentence makes clear the essay’s
relatively narrow focus, a narrowness that has marked the scholarship
of the twentieth century despite many changes in critical method and
even in the notion of what constitutes literature. By reminding us of
modern readers’ bias against the pastoral mode—a bias that goes back
at least to Johnson’s condemnation of the mode’s artifice— Hanford
lays the groundwork for his argument, which will culminate in the
conclusion that “the supreme beauty of Lycidas lies partly in the very
fact of its conventionality” (447).

The scholarly approach that he pursues is what was long called
the historical or philological method: it assumed that the primary role

Xviii



FOREWORD

of a scholar was not to help readers “appreciate” a literary text but to
discover and present new knowledge about it. This knowledge was
not of the sort we label interpretive but consisted rather of facts about
such subjects as the circumstances surrounding the composition of the
text or, as with Hanford's essay, the work’s verifiable sources in earlier
writings. Innovativeness for Hanford’s generation meant limiting
yourself to textual demonstration and avoiding at once the value judg-
ments of Johnson and the appreciative rhetoric of Masson.

Although Masson and Hanford were both professors of English
literature, the institutional roles they played were profoundly differ-
ent. Masson had not been formally educated beyond the MA and had
gained a considerable reputation as a man of letters before his first aca-
demic appointment. Hanford, by contrast, was a product of the Ameri-
can graduate school, an institution whose rationale and methods of
instruction had been imported from German universities during the
last decades of the nineteenth century and whose model for original
research in the humanities derived from the experimental sciences.
Whereas Masson’s writing reached a large and varied readership,
Hanford’s was directed to a specialized audience of fellow professors
and advanced students who possessed sufficient training to recognize
the newness of the facts he had uncovered.

The significant commentary on “Lycidas” offered since Hanford’s
essay has not, however, been limited to the productions of the research
university. Reading the opening phrase of John Crowe Ransom’s essay,
“It was published in 1638,” we recognize that we are not, as the then
reigning school of historical scholarship demanded, being presented
with a new fact but are being reminded of a long-familiar story. The
end of the sentence, “that darkness which preceded our incomparable
modernity,” jolts us with its brashly expressed value judgments about
the relation of the present to the past. Although a college professor as
well as a poet, Ransom puts on a defiantly antiprofessional tone: “The
Milton scholars know their Italian, and have me at a disadvantage,” he
writes while demonstrating the origins of Milton’s formal irregulari-
ties in the Italian canzone (185).

In his role as poet-critic, Ransom seeks above all to show the rele-
vance of “Lycidas” to his fellow poets and to readers of modern poetry.
Describing the poem as “young, brilliant, insubordinate,” Ransom pre-
pares us for his assertion that Milton’s poem “has much in common
with, for example, The Waste Land” (180). Built around Milton’s formal
irregularities, the essay portrays Milton roughening his language as
poets of Ransom’s generation were wont to do.

In its informal style, its absence of footnotes, its antiacademic pro-
nouncements, Ransom’s essay would seem to be directed to the sort
of general readership for whom Masson wrote. But by the 1930s the
size of the audience for serious criticism had shrunk from that of its
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Victorian forebear just as the audience for serious poetry had become
little more than a coterie. Within scarcely more than a decade after the
writing of this essay, first published in the American Review, a small-
circulation journal that mixed politics and literary criticism, the New
Criticism, which Ransom named, was itself absorbed within the Amer-
ican university system. The modernist bias of this movement, as well
as the skepticism toward historical method and the emphasis on the
formal analysis of texts, became thoroughly institutionalized within
the classroom, as I can testify, having been assigned Ransom'’s essay on
“Lycidas” in a senior seminar on contemporary criticism at Antioch
College.

The statement with which Northrop Frye opens his essay on
“Lycidas,” first presented as a conference paper, makes clear that he is
concerned primarily not with the poem, about which he claims only to
offer “a brief discussion,” but with the inferences he can draw from
a text familiar enough to an audience of diverse specialists. By 1958,
the year of Frye’s presentation, the academic conference, doubtless
because of the increasing rapidity and availability of air travel, was
starting to serve as a central means by which a scholar’s ideas could be
communicated. The members of Frye’s audience identified themselves
with comparative literature, a discipline that, during the years follow-
ing the Second World War, sought to break down the barriers separat-
ing scholars within various national-literature departments.

In this paper, however, Frye is less concerned with challenging the
departmental affiliations of literary scholars than with propounding a
large theory of literature that eschews national borders. “Lycidas” pro-
vides him the occasion to outline his central theoretical premises. Thus
for Frye a complaint such as Johnson’s about Milton’s failure to por-
tray grief with sincerity is beside the point, for literature occupies its
own realm and has its own “structural principles” independent of per-
sonal motivations and historical contexts. Nor does he allow for the
value judgments central to some earlier modes of criticism such as
Johnson'’s or Ransom’s, for these judgments are irrelevant to the larger,
“co-ordinated” view of literature that Frye advocates (55).

The confidence with which Frye could proclaim his theory of liter-
ature parallels a self-assurance that developed within literary study as
a whole in the United States and Canada during the succeeding
decade. University enrollments were growing in all fields; faculties
were expanding; governments were generous in the support of
research and graduate study to a degree that they had not been before
—more generous, in fact, than they have proved to be since that time.
By the mid-twentieth century a theorist like Frye could build on many
decades of work by scholars who, in editions of texts and critical stud-
ies of major authors and periods, had provided a detailed framework
for the understanding of Western literary traditions.
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The boom in literary study in mid-century manifested itself not
only in Frye’s global theorizing but also in a new self-consciousness of
scholars about their activity, above all a concern with how one could
properly arrive at the “meaning” of a literary text. Only four years after
Frye’s essay, his exact contemporary M. H. Abrams wrote an essay
entitled “Five Ways of Reading ‘Lycidas,”” which asks how it is possi-
ble for five scholars and critics (among them Hanford, Ransom, and
Frye) to come up with the most diverse and sometimes even contra-
dictory statements of what this poem is all about. Abrams attempts to
resolve the problem with his own reading of the poem, which seeks to
place the poet in an appropriate historical context as a Christian
humanist mediating between classical convention and divine revela-
tion. In this reading Abrams extends the Christian-humanist approach
of a slightly earlier essay, by Rosemond Tuve, who, working within
the method that Hanford had pioneered for “Lycidas,” questioned the
more recent approaches that ignored Milton’s intellectual and reli-
gious background (Tuve 99). By reasserting the need to link the mean-
ing of a work to its historical traditions, Abrams seeks to provide a
“safeguard against confusion” (“Five Ways” 22).

Yet, in a 1989 retrospect on his essay, Abrams acknowledges
that the five authors he considered may have intended less to “dis-
cover [. . .] what Lycidas is really about” than “to justify their enter-
prise” (“Postscript” 216). He thus calls attention to the institutional
need within the modern university to lay claim to knowledge that
seems both newer and truer than the knowledge offered by earlier
practitioners.

The last in the line of essays on “Lycidas” I quoted makes it clear
that the attempt to find a fresh significance for Milton’s poem has by
no means come to an end. To anybody familiar with literary criticism
during the 1990s, Lawrence Lipking’s reading of the poem as “staking
a claim for [Milton’s] nation” is part of a larger critical endeavor to
uncover the national and imperial motives—what Lipking calls the
“collaboration between poetry and nationalism” (205) —central to
much writing in early modern Europe. The relation of poetry to nation
was of course present for earlier critics: the edition of British poets for
which Johnson originally intended his Lives, as well as Masson’s
grounding of Milton in the historical events of the poet’s time, consti-
tuted an effort to bond British readers with a sense of their common
nationhood. By contrast, rather than use poetry to enhance nationalist
feelings, Lipking and his contemporaries seek to historicize the
national impulses that have motivated literary texts at specific
moments.

Like many critical essays of the 1990s, this one is concerned with
the material conditions surrounding the composition of the poem,
above all with Milton’s use of maps to establish the geographic names
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with which the poem is loaded. Lipking reproduces maps of the
British Isles, Europe, and northwest Spain that Milton might have con-
sulted (206-08, 211). The material conditions that Lipking finds rele-
vant to the poem include as well the family tree of Edward King (209),
whose involvement in Ireland now becomes a subtext of the elegy.
Moreover, whereas Masson and most later commentators kept their
discussions of formal and historical detail separate, for Lipking and
for most of us working in the new-historicist mode, history is embed-
ded in the literary text itself.

Like Frye, Lipking invokes a comparative literary perspective, but
whereas Frye links “Lycidas” to numerous works of various times and
places in order to demonstrate the unity of literature, Lipking cites
a specific passage, the brief speech of Adamastor, spirit of the Cape
of Good Hope in Camées’s The Lusiads, to place Milton’s elegy within
the literary ambience of early modern Europe (214-19). Yet Lipking's
frame of reference extends beyond this historical period. Just as the
allusions to Namancos and Bayona in “Lycidas” suggest a nationalist
message by awakening cultural memories of traditional British enmity
toward Spain, so Lipking’s brief mentions of contemporary analogies
in the Balkans and South Africa show how long-standing ethnic resent-
ments feed the growth of national consciousness (213).

Although Lipking’s argument is dependent on the richness of his
historical detail, it also depends on a theoretical framework, without
which this detail could not be interpreted and given significance. But
while the theory that Frye invokes claims to be drawn directly from lit-
erary texts, Lipking, like many scholars of the 1980s and 1990s, turns
to theorists within and outside the area of literary study to help legiti-
mate his argument. Near the end of his essay he names a social scien-
tist, Benedict Anderson, whose Imagined Communities: Reflections on the
Origin and Spread of Nationalism has provided many recent literary
scholars with a model that shows how the bonds holding nations
together have been constructed in specific times and places (219).

But Lipking also invokes a literary theorist, Walter Benjamin, who,
Lipking notes, is cited by Anderson. Lipking links Benjamin’s much
discussed image of the Angel of History with Milton’s “Genius of the
shore” as well as with Camodes’s Adamastor to suggest “the calamities
and grievances that compose their historical myths of nationhood”
(219). Juxtaposing Benjamin’s image with Milton’s and Camoes’s
accomplishes something more than illumination by means of an anal-
ogy, for by the 1990s Benjamin’s image had become a topos that
enabled critics to display their theoretical credentials without having
to lay detailed groundwork, just as during the 1930s and 1940s critics
such as Ransom could use references to T. S. Eliot’s The Waste Land as
shorthand to place themselves in the mainstream of modernism.
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What conclusions can we draw from this story of the fortunes of
“Lycidas” among its commentators during the last two centuries? For
one thing, the institutional role that critics and scholars play, as well as
the way that their creativity and originality are defined, is constantly
changing. Unlike the academic critic of our time, Samuel Johnson
spoke as a freelancer to a public willing to trust him to voice opinions
that they could then, if they chose, assume as their own. Like Ransom,
he could not separate his judgments of earlier poetry from his concern
for the fate of poetry in his time—indeed, of his own role as poet. The
artifice and insincerity that he finds in “Lycidas,” which a scholar of
the twentieth century might conscientiously seek to justify on histori-
cal grounds, are alien to his poetic practice, so he has scarcely any
sympathy for Milton’s endeavor. The vocation Johnson pursued as
poet-critic demanded that he speak out persuasively to a large literate
community.

Today academic critics, except for the few who attain star status
within the profession, do not ordinarily expect to reach more than a
handful of fellow scholars working within areas (defined variously by
historical period, genre, or critical orientation) similar to theirs. Most
often a critical work is read only when someone notices it in a bibliog-
raphy while seeking information on a specific problem or text. Even
the so-called stars, who constitute a relatively new phenomenon
within literary study (see Shumway), do not reach more than a small
proportion of the total reading public, although their writings may
appear in the most popular multidisciplinary critical journals. How-
ever much our methods differ from those in the natural sciences, we
share with our colleagues in those fields the assumption that our
prospective readers have a certain degree of professional training and
familiarity with our specialized vocabulary.

In contrast to the men of letters who flourished in earlier centuries
as independent entrepreneurs (or, in even earlier times, as the benefi-
ciaries of patrons whom they courted), scholars within the modern
university are subject to bureaucratic constraints. Like the administra-
tive bureaucracies that characterize the modern state, the university
bureaucracy is based on commonly accepted rules and procedures by
means of which a faculty member’s career path is defined rationally
and largely predictably. All of us entering the academic profession,
whether in the natural sciences or the humanities, are familiar with the
stages that make up a career: the completion of course work, examina-
tions, and a dissertation while we are students; the achievement of
sufficient distinction as a researcher and teacher during our early post-
doctoral years to justify the award of tenure; the demand for contin-
ued professional growth to ensure that we remain valuable to our
institutions until retirement. Like those who people the corporate and
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government offices in modern bureaucracies, academic personnel are
subject to guidelines intended to guarantee that all competitors are
treated evenhandedly. The MLA Style Manual and Guide to Scholarly
Publishing could, in fact, be viewed as expressing this attempt to keep
the profession solidly democratic.

As lindicated at the start, the constraints of a uniform style do not
need to inhibit an individual scholar’s originality. Indeed, the treat-
ments of “Lycidas” discussed above each succeed in saying something
new —sometimes about the poem itself, sometimes about literature in
general —without abandoning the norms of critical writing. Yet the
pressure to add something new, however differently we may interpret
the meaning of originality, poses a special problem in literary study
because of the high population of the field. The sheer bulk of literary
critical production, as the MLA bibliographies have demonstrated for
many years, can easily deter anybody seeking to say something differ-
ent about a particular phenomenon in literature. Just as the English
Romantic poets feared that everything worth doing in poetry had
already been accomplished (see Bate), so literary scholars in the later
twentieth century have often felt overwhelmed by the weight of com-
mentary that has accumulated on the more important (and many of
the less important) works in the Western literatures.

The need to establish one’s presence in a crowded and competitive
intellectual marketplace can have positive consequences, however.
The perception that older forms of knowledge have become saturated
has sometimes motivated literary scholars to try out valuable new
ideas that seem daring, even outrageous, at first. It is a fact that most
of the new perspectives that have emerged in the humanities during
the later twentieth century—for example, feminism, deconstruction,
the new historicism, ethnically based criticism, gender studies—were
tirst developed in North American departments of modern literatures
(whatever the origins of some of these ideas in European thinkers).
Only afterward did these perspectives enter the discourses of such
long-conservative fields as art history, musicology, classical studies,
and even history. Moreover, the circumstances surrounding the pro-
duction and circulation of knowledge change with new technological
developments; just as the increasing frequency of conferences affected
intellectual exchange a generation ago, so electronic publishing, a phe-
nomenon of such importance that it has necessitated a new section in
the present edition of this manual, may well transform the ways that
ideas are articulated.

It has long been a truism that scholars (even those who feel over-
whelmed with heavy teaching and administrative duties) need to keep
pursuing research interests to prevent their ideas from going stale. In
the course of a long career | have found that it is not enough for you
simply to reapply the research methods that you mastered in graduate
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school or even, for that matter, to assume that the literary or cultural
texts you studied there will retain the importance for you that they
once had. Keeping up with the field demands extending your intellec-
tual antennae to whatever seems new and promising; and what proves
most useful to your work may be a way of thinking to be found not in
the scholarship of your specialized period or critical approach but
in some more distant area of thought, often outside literary study
altogether.

The fervor, sometimes even ferocity, with which we uphold our
beliefs may well derive from the fact that we view our professional
choice as a calling. There are of course other professions—for exam-
ple, the ministry and the creative and performing arts—whose practi-
tioners see themselves as called on to put their talents to use no matter
how meager the remuneration or the chances that they will fully real-
ize their goals. What is common to these professions is a sense of mis-
sion, a fervent belief in the value, in the very rightness, of having
chosen them. There is a tired joke that controversies among academic
professionals assume great import because the financial stakes are piti-
fully low; in actuality, once we recognize that these controversies are
fueled by deep-held beliefs emanating from the pursuit of a mission,
the stakes seem high indeed.

What separates the profession of college professor from many
other callings is that its practitioners have to perform both as individ-
ual operators and as members of a bureaucratic hierarchy. On the one
hand, you are the masters of your classrooms and creators of your
research agendas (even if you sometimes collaborate with colleagues
in these activities); on the other hand, your progress is monitored and
sometimes delayed, even stifled, by the ongoing judgments of col-
leagues, students, and administrators, as well as by referees whose
identities you may never learn.

A typical academic career is marked by alternating confidence and
anxiety, by a zeal to realize your mission that is all too often compro-
mised by impediments. Serious intellectual work demands a willing-
ness to assume the risk that an idea of yours, sometimes even a whole
project you have been pursuing for a considerable period, may not
turn out. By the same token, the sense of accomplishment gained from
articulating an idea that others perceive as new, an idea that may, in
fact, stimulate the work of colleagues you have never known, is
immense.

Although these adversities and triumphs are experienced by
workers in the social and natural sciences as well as in the humanities,
those of us whose mission it is to preserve, interpret, and transmit cul-
tural artifacts such as poems, paintings, and musical works take on
ourselves a responsibility and a commitment different in character
from those assumed by analysts of the natural world or of society.
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However much we may disagree about the value or meaning of partic-
ular artifacts, the attention to which we subject these artifacts gives
them life over long stretches of time. So historically remote a poem as
Milton’s pastoral elegy for his acquaintance Edward King remains a
living presence for us because of the ongoing dialogue among those
who have felt called on to work in the field of literature.
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SCHOLARLY PUBLISHING

SCHOLARS AND SCHOLARLY PUBLISHING

1.2

To publish is to make public. When scholars make their work public,
they educate, enlighten, stimulate learning, and further intellectual
pursuit, serving the academic community and society at large. Schol-
arly publication is also often used within the academy as a measure
when professional advancement is decided.

The publication of scholarship takes many forms, depending on
field, objective, medium, and audience. Teaching is probably the most
common way of making scholarship public. Other ways are contribut-
ing to an electronic discussion group and offering a presentation at a
local, regional, national, or international meeting. This book primarily
concerns itself with the more formal modes of academic publishing in
the field of language and literature, especially journal articles and
books.

As this chapter indicates, scholarly publication is a collaborative
enterprise that comprises diverse and complex relations among num-
erous persons besides you, as the author, and your reader. Academic
authors normally submit their work to editors, who in turn customar-
ily seek the advice and judgment of other scholars—for example, con-
sultant readers (specialists in the field addressed by the author) and
members of editorial boards. Various other persons, though perhaps
less visible to the author, also play vital roles in making scholarship
public; these include publishing professionals in areas like copyedit-
ing, design, typesetting, printing, and promotion. Such intermediary
figures add value to the author’s work by enhancing its intellectual
quality and communicative presentation and by helping to bring it to
the attention of its potential audience.

Publishers are as intrinsic to the scholarly community as academic
institutions and professional organizations are. While institutions pro-
vide a forum for teaching and organizations plan meetings that pri-
marily promote the oral exchange of ideas and information between
attendees, publishers make possible the dissemination of scholarship
in finished forms to varied and broadly dispersed audiences. Book and
journal publication, then, exists on a continuum with teaching and
convention presentations. Scholars turn to a publisher when they
believe they can make a contribution to scholarship that warrants
wider circulation than the classroom and the conference hall permit.

REFEREED AND NONREFEREED PUBLICATIONS

Academic journals and book publishers can be divided into two broad
categories: those that seek and rely on the advice of referees or consul-
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tant readers and those that do not. The editor of a refereed journal,
whether print or electronic, asks specialist readers to review a manu-
script before it is accepted or rejected. Each consultant reads the work
and sends the editor a report evaluating the manuscript and, in most
instances, either recommending or not recommending it for publica-
tion. The editor, editorial staff, or editorial board —whichever is
appropriate to the journal—refers to the consultants” evaluations and
recommendations when deciding whether to publish the article. Most
academic presses follow like procedures, soliciting reviews by experts
before deciding on publication of a book manuscript. (For more on the
refereeing of articles and books, see 1.4.5 and 1.5.6, respectively.)

A nonrefereed journal, by contrast, whether print or electronic,
generally publishes a manuscript without specialist review, as do
some presses. The use of referees normally adds several months to the
time between completion of the manuscript and its publication.
Although it is desirable to get your work published as soon as possi-
ble, there are many advantages to seeking a publisher committed to a
policy of refereeing.

Specialist readings constitute professional service to authors. As
experts in the work’s general subject, reviewers can identify scholarly
errors and omissions and thus save the author the embarrassment of
having a flawed manuscript reach publication. In addition, consultants
often offer suggestions for revision that improve manuscripts or help
make them publishable.

Academic institutions, moreover, invariably attach greater pres-
tige to articles and books that underwent formal review than to those
that did not. Hiring, promotion, and tenure committees, whose mem-
bers are frequently not specialists in the candidate’s field, almost
always assign a refereed publication significantly more professional
standing and scholarly authority than they do a nonrefereed publica-
tion. Most scholars believe that the assistance derived from referees’
reports and the value and prestige conferred on a published work
that successfully passes through rigorous critical examination more
than compensate for the publication delay that consultant evaluation
necessitates.

DECIDING TO SUBMIT THE MANUSCRIPT

Professional circumstances tend to press scholars to publish early and
abundantly. Before you consider submitting a manuscript for publica-
tion, however, no matter the stage of your career, you should always
ask a number of colleagues, especially other experts in your field, to
read and assess your work, including revised versions of it; to advise
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you on whether the manuscript is appropriate and ready for publica-
tion; and to recommend possible publishers. These readers are likely
to provide useful comments on intellectual and scholarly issues and
on such matters as the organization and development of ideas, the
unity and coherence of the discussion, the cogency of the argument,
and the clarity of expression. Some scholars also place drafts—clearly
labeled as works in progress—on the Internet and invite comments
from interested readers.

You should not consider a work ready for submission to a pub-
lisher, moreover, until you have given it a final editorial review that
includes, among other things, confirming the accuracy of all para-
phrases, quotations, bibliographic references, and textual citations.
Your manuscript should also follow the technical specifications dis-
cussed in chapter 4 of this manual.

You should be aware that most publishers adhere to a house edito-
rial style, which dictates such features of scholarly presentation as the
documentation system and mechanics of writing. Chapters 6 and 7
offer an authoritative and comprehensive explanation of the style fol-
lowed by the Modern Language Association of America.

The submitted manuscript should also contain clear copies of
illustrations you want to publish with the work. It is useful to consider
at an early stage whether you will need permission to reproduce any
quotation, photograph, chart, or other material that you take from
others (see 2.1.13) and whether such permission will be easily ob-
tained. (For samples of letters requesting permission to reproduce
printed materials and illustrations, see figs. 2 and 3, at the end of this
chapter.)

The author’s concerns before submitting a manuscript, then, are
many and wide-ranging: they include not only intellectual and schol-
arly but also stylistic and technical questions. Attention to this full
range of authorial considerations before submission will facilitate the
passage of the manuscript through the publishing process.

The next two sections discuss the typical ways that journal articles
(1.4) and books (1.5) progress toward publication. Because the two
paths are not completely dissimilar, there is some inevitable repetition
in the two sections that will permit you to consult these sections inde-
pendently from each other.
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PLACING A MANUSCRIPT FOR
A JOURNAL ARTICLE

1.4.1

14.2

Scholarly Journals

The scope of scholarly journals ranges from the broadly focused to the
more specific. At one end of the spectrum, for example, is a journal like
PMLA, which, according to its current statement of editorial policy,
publishes “essays of interest to those concerned with the study of lan-
guage and literature” and is “receptive to a variety of topics, whether
general or specific, and to all scholarly methods and theoretical per-
spectives.” Most journals, however, are more specialized, focusing on
a specific literature, language, culture, period, genre, ethnicity, theory,
methodology, theme, author, and so forth.

The editorial staff of a scholarly journal is usually identified on the
inside of the front cover or on the copyright page of each printed issue
or as part of the journal’s home page on the Internet. The roster typi-
cally designates at least one editor of the journal, and other persons
may be listed as, for example, associate editor, book review editor,
managing editor, manuscript editor, production editor, and editorial
assistant.

The page also likely names the members of the journal’s editorial
board, sometimes given a title such as “advisory board” or “board of
editorial consultants.” This group of scholars, which may range in
number from a half dozen to several dozen, assists the editorial staff in
setting the direction of the journal as well as in evaluating submis-
sions. Depending on the journal, publication decisions are made by the
editor or editors or by the editorial board, sometimes in conjunction
with the staff.

Most scholarly journals are associated with a sponsoring organiza-
tion—a college, university, learned society, library, museum, founda-
tion, research institute, government agency. In addition, some journals
have business affiliations with academic presses: the journal staff sup-
plies the copy for each issue, and the press produces and distributes
the publication.

Types of Scholarly Articles

The typical issue of a scholarly journal in language and literature is
devoted primarily to articles containing new research and original
interpretations of texts and data. Some journals also publish book
reviews, review essays, reviews of research, and translations. Other
contributions include letters to the editor commenting on articles pre-
viously published in the journal or on general matters, interviews,
notes, conference proceedings, and bibliographies. Most published
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articles are unsolicited, although some articles and even whole issues
may be commissioned by the journal. Book reviews, review essays,
reviews of research, and translations are almost always assigned.

When commissioning book reviews, journal editors normally set
the format, length, and coverage. A book review tends to be devoted to
a single work, which is documented at the beginning (or sometimes at
the end) of the review, usually with more information than a reference
in a works-cited list gives. Besides the name of the author, title, city of
publication, publisher, and date of publication, the reviewer often
records the number of pages, price, and, if the book is not published
by a major press, ordering information. If you would like to review
books for a journal, you should write to the editor or the book review
editor, if there is one, indicating your interest, your field of expertise,
and your qualifications.

Review essays are extended book reviews, usually covering more
than one recent book and giving full publication information for each
work discussed. Review essays normally allow the writer greater com-
pass to describe and compare the works under consideration and to
place them in perspective. Reviews of research are extended review
essays that describe, evaluate, and indicate the importance of signifi-
cant works in a specific field or on a specific issue published over a
broader period of time, often helping to set the terms of discussion for
future work in the field. Normally longer than a book review and a
review essay, the review of research generally provides only essential
bibliographic information for sources (e.g., author, title, city of publica-
tion, publisher, and date of publication but not number of pages, price,
and so forth). Finally, many journals also present translations of arti-
cles and creative works originally published in other languages. If you
wish to contribute a review essay, a review of research, or a transla-
tion, you should write to an appropriate journal to inquire if there is
interest in such a contribution before you embark on it.

Selecting a Journal

One of the keys to successful scholarly publishing is locating the right
publishers. Your research will doubtless bring you in contact with
numerous journals in your field. Colleagues might direct you to addi-
tional suitable journals. To learn of others, consult bibliographies and
similar reference works in the discipline, library catalogs, and directo-
ries of periodicals. ’

The MLA Directory of Periodicals, which can be found in the refer-
ence section of many academic libraries, is a guide to thousands of
journals and book series in the fields of language, literature, and folk-
lore. Each entry in this directory is divided into five sections: general
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information, subscription information, advertising information, edito-
rial description, and submission requirements. The first section gives
mailing address, telephone and fax numbers, and date of first publica-
tion, among other general information. After data on subscription
(e.g., frequency of publication, circulation) and advertising, the entry
describes the editorial scope of the periodical and gives such informa-
tion as whether it reviews books, what languages submissions may be
written in, and what its policy on author anonymity is (see 1.4.4). The
entry concludes with specifications concerning submission, under cat-
egories like the following ones: restrictions on contributors, desired
length of articles, editorial style followed, number of manuscript
copies required, time between submission and publication decision,
time between acceptance and publication, number of reviewers used,
number of articles submitted to the periodical in a year, and number of
articles published in a year. The Directory also contains indexes to sub-
jects, sponsoring organizations, editorial personnel, and languages
published as well as a list of periodicals with an author-anonymous
submissions policy. Other useful sources include the Directory of Elec-
tronic Journals, Newsletters, and Academic Discussion Lists and Ulrich’s
International Periodicals Directory.

Once you have identified potential journals for your article, you
should consult recent issues of each to determine its nature and qual-
ity and to learn about any recent changes in editorial policy, about the
editors’ special interests, and about details of submission procedures.
You might also consult with colleagues whose work has appeared in
any of the journals to find out if their experience was professionally
satisfactory.

Journals frequently devote entire issues to specific topics. Editors
planning special issues may seek submissions by announcing the top-
ics in advance. (Editors’ calls for papers can be found, for example, in
the Journal Notes section of PMLA and in relevant electronic discus-
sion groups and information lists.)

Submitting the Manuscript to a Journal

In submitting a manuscript, follow the instructions in the journal
concerning such matters as the number of copies required, encod-
ing (for electronic journals; see 4.4), submission fees (uncommon in
the humanities), and any information you are expected to provide
along with the manuscript. Be sure that your manuscript falls within
the range of lengths requested and follows the appropriate editorial
style. For journals published by professional organizations, check
that you have the requisite membership status. If the journal has an
anonymous-submission policy, your name should appear only on a
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separate or a duplicate title page (see 4.2.5), and the manuscript
should not identify you in any other way; for example, give your
name instead of a self-reference such as “See my article [. . .].”

Unless the journal specifies otherwise, submit one hard copy of
the manuscript—that is, a version printed or typed on paper—pre-
pared according to the specifications in chapter 4. Electronic journals
commonly accept submissions by e-mail, on disk, or on paper. Always
keep a paper version of the manuscript and a copy on a backup disk as
well.

Address the manuscript to the journal’s editor. Include a brief
cover letter that states the full title of the article, identifies you and
any other author of the work, calls attention to special features (e.g.,
illustrations, tables), describes permissions that might be required and
tells whether they have been or can easily be obtained, and supplies
addresses for future correspondence. Send a printed manuscript by
first-class mail, indicating in your cover letter if the manuscript is
available on disk and enclosing a self-addressed mailer and unat-
tached return postage if you wish the manuscript returned in case it is
not accepted.

Journal editors do not have a common policy concerning the sub-
mission of manuscripts to more than one periodical at a time. Publica-
tions that have each manuscript evaluated by a number of specialist
readers often will not consider a submission that is under review else-
where. If you decide to submit a manuscript to more than one journal
simultaneously, you must inform each editor involved.

After submitting the manuscript, you should expect to receive a
written acknowledgment of the journal’s receipt of it within about two
weeks. If there is no response within a month, you should inquire to
see whether the manuscript was received.

Evaluation of the Manuscript

The editor of a refereed periodical generally reviews a manuscript
soon after submission to verify that it is suitable for the journal. If it is
not, the editor rejects the manuscript without further review. If it is
suitable, the editor sends the manuscript for evaluation to a number of
consultant readers (usually two), sometimes simultaneously and
sometimes consecutively. Although the questions asked of readers
vary from journal to journal, most editors request comments on the
importance of the subject, the originality and soundness of the argu-
ment, the accuracy of the facts, the clarity and readability of the style,
and the validity of the documentation.

In addition, editors usually ask for a recommendation regarding
publication—for example, one of the following choices: recommended
without reservations or with only minor changes, not recommended
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without substantial revision, or not recommended. Consultants are
typically encouraged to give specific reasons for their recommenda-
tions, to describe reservations in as much detail as possible, and to
suggest ways to improve the manuscript.

The readers’ reports to a large extent determine whether the edi-
tor, editorial staff, or editorial board accepts the manuscript for publi-
cation, rejects it, or accepts it pending revision. The last option has the
potential for misunderstandings between editors and authors. If the
editor asks for revisions, the requested changes and the conditions
determining publication should be fully and clearly detailed in writ-
ing: you should understand whether the revisions are optional or
required, whether there is a deadline for submitting a revised manu-
script, whether revision will ensure acceptance or lead to another
round of consultant review and publication decision, and, if there is to
be a new evaluation, whether the same or different referees will be
used. If you are unsure about any of these matters, do not hesitate to
ask the editor for clarification.

Consider requests for revision carefully and deliberately. If you
choose to undertake the revisions, inform the editor of your intent and
give an expected date of resubmission or confirm that you will meet
the deadline. When returning the revised manuscript, include in your
cover letter a summary of the changes made.

If you do not agree with all the revisions requested, tell the editor
in writing which changes you are willing to make and which you are
not, giving explicit reasons for your decision, before reworking the
article. If the editor does not concur with your plan of revision, you
should withdraw the manuscript and submit it elsewhere.

Copies of the consultant readers’ reports usually accompany re-
quests for revision. Some journals remove the reviewer’s name from
each report whether it is favorable or not; others give consultants the
option of anonymity. Many journal editors send the author copies of
the reports—or excerpts from or summaries of them —regardless
of the publication decision. Thus, even if the manuscript is rejected,
the author might be able to use the reviews to improve it and make it
publishable.

The editor’s acknowledgment letter at the start of the process may
tell you approximately how long it will take before a decision is made.
The typical waiting period is about two or three months, although ref-
erees’ schedules and the time of the academic year could delay the
decision. If you do not hear again from the journal within four months
after the initial acknowledgment, feel free to inquire about the status
of the manuscript. When an editorial board, rather than an editor or
editorial staff, decides on publication, the process can take longer
because the board may meet only two or three times a year. If the jour-
nal is unable to make a decision after four to six months, depending on
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the type of journal, and the editor and you cannot agree on a time-
table, you may send the manuscript to another journal after notifying
the editor of your decision.

Acceptance of the Manuscript

A journal generally accepts an article for publication either as is or
subject to revisions that only the editor needs to review. Sometimes
editors prescribe changes; sometimes they merely suggest them and
allow the author to decide which to perform. Even if your article is
accepted without the need for revision, you may receive an opportu-
nity to update the manuscript or make final improvements before
copyediting and production begin. Whatever the circumstances, make
revisions as expeditiously as possible, carefully observing any dead-
line the editor sets. Submit the final version of the article in the form or
forms required by the journal (e.g., hard copy and disk). When the
journal receives the final version, the editor should be able to notify
you of the projected date of publication. After accepting a manuscript,
the journal usually offers the author a contract, or memorandum of
agreement, for publication of the work (see 2.2.2).

Should communication between an author and a journal editor
break down at any point, either can appeal to the Council of Editors of
Learned Journals, which tries to mediate such misunderstandings and
differences of opinion. (See the council’s listing in the Directory of Use-
ful Addresses in the annual September issue of PMLA.)

On the production and publication of books and journal articles,
see 1.6.

PLACING A MANUSCRIPT FOR A BOOK

1.5.1

Scholarly Book Publishers

Most scholarly books are published by university presses, professional
organizations, commercial academic presses, and trade publishers.
University presses and book publication programs within professional
organizations are usually headed by a director and include staff mem-
bers in such areas as acquisitions, copyediting, design, production,
marketing, sales, and business (e.g., contracts, royalties, rights, permis-
sions). At both types of publishers, editorial boards composed of fac-
ulty members or association members normally make final decisions
on publication (see 1.5.6, on evaluation).

By contrast, at commercial academic presses and trade publishers,
which are rarely affiliated with an educational or a professional insti-

10



1.5.2

SCHOLARLY PUBLISHING 1.5.2

tution, decisions are usually made by staff editors rather than acade-
mic committees. Both types of publishers are set up to make a profit,
but commercial academic presses, such as Blackwell Publishers or
Greenwood Press, tend to issue the same kinds of books as university
presses and professional organizations, whereas trade publishers, like
HarperCollins and Random House, generally seek out books that
appeal to a wide general audience. Although commercial publishers
are usually headed by presidents and vice presidents rather than
directors, their staffs fulfill the same general functions (e.g., editorial,
production, business) as those of not-for-profit publishers.

Types of Scholarly Books

Most scholarly books in the field of language and literature fall
into one of the following categories: scholarly studies, collections of
original essays, collections of previously published essays, transla-
tions, scholarly editions, bibliographies and other reference books, and
textbooks.

The most common form is the scholarly study, usually by a single
author but occasionally by coauthors. The author of a scholarly study
typically begins with a clear statement of an original thesis and then
explores that thesis by presenting and analyzing a significant body of
evidence. In many humanities fields, such books represent the primary
means of advancing scholarly knowledge. A number of publishers
have established book series, often under series editors or editorial
boards, that group studies according to subject.

Scholarly studies embrace works ranging from the monograph—
an extended discussion of a narrowly focused topic (e.g., a single
author or single text), aimed at a limited audience—to the nonfiction
trade book, which reaches general readers as well as scholars. Nearly
all presses tend to favor works that have wider scholarly audiences. A
book with a small potential readership is more difficult to place than a
book that promises to draw readers with different interests from vari-
ous fields and disciplines. In general, moreover, most publishers will
not consider unrevised dissertations, which are unlike books in nature,
purpose, objectives, and intended audience, and, with few exceptions,
publishers will review a revised dissertation only if it has been recon-
ceived and rewritten to address the interests of a broad range of schol-
ars (see Eleanor Harman and lan Montagnes, eds., The Thesis and the
Book [Toronto: U of Toronto P, 1976]). It is likely that in the future
works with very limited audiences will only be collected within elec-
tronic databases and supplied on demand.

A collection of original essays by different authors offers at its best
a breadth of knowledge and diversity of perspectives and methodolo-
gies that no book by a single author can. To avoid problems of
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disunity, incoherence, unevenness, or confusion of purpose, the editor
of a collection typically strives to identify a useful and important sub-
ject for the book, establish clear and attainable objectives, define the
intended audience, divide the book’s subject into specific topics, select
appropriate contributors for these topics, establish unambiguous
guidelines for writing the essays, maintain high scholarly and editorial
standards, and communicate these goals and expectations to the
contributors. If you are interested in editing such a collection, you
might approach possible authors for tentative commitments at an
early stage but should not formally invite anyone to contribute until a
publisher expresses serious interest in the projected book and invites a
manuscript.

Collections of previously published essays bring together studies
from diverse sources, often giving wider circulation to important
essays published in journals. Many such collections usefully and con-
veniently present major scholarly trends in an established field over a
specific period, focus attention and help give definition and shape to
an emergent field, or provide key essays on a certain topic for class-
room use. Since identifying the most appropriate works for republica-
tion is essential to the success of the collection, its editor needs to
consult widely with other scholars before selecting essays. Another
consideration for the editor is to obtain permission from—and possi-
bly pay requisite fees to—the holder of the copyright to each essay.
If you plan to prepare such a book, you might make preliminary
inquiries about permissions before approaching a potential publisher
but should pay no fees until publication is certain. In any event, copy-
right holders usually do not grant permission or set fees until after
they receive details of publication, such as the price of the book and
the number of copies to be printed.

Translations of scholarly or creative works similarly expand read-
ership. Like those who edit collections of previously published essays,
the translator of a work under copyright or the translator’s publisher
needs to obtain rights from the copyright holder, normally the original
publisher or the author, who will likely require a fee. Translations of
works in the public domain—no longer protected by copyright law
(see 2.1.7)—do not have this problem, but if the work has already been
translated, the new translator has the challenge of making a convinc-
ing argument that the proposed rendition is necessary. Translators
commonly prepare a sample translation to send to potential publish-
ers, sometimes inquiring of the orlgmal language publisher at the
same time about the availability of translation rights, but do not trans-
late the entire work or pay fees without a commitment to publish.

The spectrum of scholarly editions ranges from single-text diplo-
matic editions to eclectic critical editions. The editor of a single-text
diplomatic edition reproduces a text (e.g., a manuscript) or version of
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a text (e.g., an important printed edition of the text) exactly as it origi-
nally appeared —that is, as a historical document. The editor of an
eclectic critical edition produces an original version of a text by com-
bining the “best readings” drawn from several other versions (e.g.,
editions, manuscripts). Like translators, scholarly editors usually seek
a publication commitment before beginning a project, supplying a
sample of the edition, along with a statement of editorial principles, to
possible publishers. (For further information, see William Proctor
Williams and Craig S. Abbott, An Introduction to Bibliographical and Tex-
tual Studies, 3rd ed. [New York: MLA, 1999] and D. C. Greetham, ed.,
Scholarly Editing: A Guide to Research [New York: MLA, 1995].)

Authoritative annotated bibliographies and other reference works
(e.g., dictionaries, encyclopedias, handbooks) are useful, time-saving
research tools for scholars and students. Such works are normally pre-
pared only under contract to a publisher, since they usually involve
a considerable investment of time and require close cooperation
between author and publisher. Unlike most other scholarly books, ref-
erence works adhere to relatively strict editorial policies and follow
numerous conventions intended to make them readily accessible to
their users. (For further information on annotated bibliographies, see
James L. Harner, On Compiling an Annotated Bibliography, rev. ed. [New
York: MLA, 1991].)

Publishing textbooks allows scholars the opportunity to have their
personally developed, perhaps theoretically based teaching approaches
adopted by instructors for use in courses in other educational institu-
tions. Textbooks can also be lucrative enterprises for authors as well as
publishers. Because of the potential profits involved, commercial text-
book publishing is a highly competitive area. To be successful, a text-
book has to appeal not only to instructors, who must decide to adopt
the book for their classes, often selecting it as a replacement for a pre-
viously used text, but also to students, whose experience with the
book must be positive if it is to be reordered. Textbook publishers—
often the textbook divisions of trade publishers—require extensive
reviews of a proposed book at every stage of development. Reviewers
number not just the two or three common to other scholarly publica-
tions but perhaps dozens, since the review process for textbooks serves
both evaluative and marketing functions. If a textbook is accepted, the
publisher’s staff is likely to work closely with the author in the devel-
opment of the book.

Selecting a Publisher

Like selecting a journal for an article, identifying an appropriate pub-
lisher will facilitate placing a book manuscript successfully. Your
scholarly research and conversations with colleagues will help make
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you knowledgeable about which publishers are apt to be interested in
your work. Book advertisements in journals, publishers’ catalogs and
brochures, and visits to presses’ Internet sites and to their exhibition
booths at scholarly conferences will provide additional information
about publishers’ interests. Be especially alert to book series into
which your project might fit. Just as journals devote issues to specific
topics, many book publishers have series that group books according
to kind (e.g., bibliographies, translations) or subject.

A useful reference work for selecting a book publisher is the MLA
Directory of Scholarly Presses in Language and Literature, which lists more
than three hundred publishers from over thirty countries. Each entry
in this directory is divided into six sections: general information,
scope, submission requirements, editorial information, contract provi-
sions, and publication and distribution information. The first section
gives mailing addresses, telephone and fax numbers, year established,
and contact person(s), among other general information. The second
section describes the publishing interests of the press and covers such
questions as the series it sponsors and the languages of the works it
publishes. The section on submission requirements includes informa-
tion on what the preferred form of initial contact is, what editorial
style is followed, and whether a subvention is required. The section on
editorial requirements gives data on matters like the number of manu-
scripts or prospectuses received in a year, the number of consultant
readers used to evaluate a manuscript, the time between submission
and publication decision, and the time between acceptance and publi-
cation. The next section, on contracts, deals with copyright ownership,
royalty provisions, and responsibility for permissions. The entry
concludes with publication and distribution information under such
categories as the following ones: forms of publication (e.g., cloth,
paper, electronic media), language and literature titles published in a
year, typical print run, number of review copies distributed for each
title, and number of years a title is usually kept in print. The Directory
contains indexes to publishing interests, imprints and subsidiary
firms, series titles, editorial personnel, and languages of publication.

Similarly useful is the annual directory of the Association of Amer-
ican University Presses (AAUP), which lists the more than one hun-
dred publishers that are members of the association. Each entry in this
directory contains general information about the press; a comprehen-
sive listing of staff members by department (e.g., administrative,
acquisitions, manuscript editorial, marketing, design and production,
business); facts on history and activity (e.g., year established, title out-
put in the previous year, titles in print); and a description of the edi-
torial program, including disciplines covered and book series and
journals published. The AAUP directory also includes a helpful
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subject-area grid that serves as a convenient guide to the interests of
individual presses.

Other relevant, though less focused, directories are Literary Market
Place (LMP), International Literary Market Place (ILMP), and Books in
Print (BiP), all published by R. R. Bowker. LMP is a directory of the
book publishing industry in the United States and Canada. It contains
a listing of virtually all publishers in the United States, offering pri-
marily business-oriented information on each. This listing is indexed
by geographic location, type of publication, and subject. The work also
has separate sections on Canadian book publishers and foreign pub-
lishers with offices in the United States. ILMP is a companion directory
to LMP, with similar data on book publishers in over 170 countries
outside the United States and Canada. Books in Print lists all books cur-
rently published or distributed in the United States and includes gen-
eral facts on publishers of listed books.

After you have identified potential publishers for your manu-
script, you might look at some of their recent books to see the quality
of work each produces. You might also learn how efficiently and pro-
fessionally a press functions by asking colleagues whose work it has
published.

Submitting the Prospectus for a Book

Every scholarly publisher includes among its staff an editor or a num-
ber of editors responsible for acquiring the manuscripts that the press
publishes. Often such editors possess advanced degrees and a good
sense of the scholarship in at least one field of learning. The acquisi-
tions editor normally is the author’s principal contact with the press;
thus it is essential that the two share a productive working relation-
ship. Acquisitions editors at many presses actively solicit manuscripts,
especially from well-known and established scholars who have writ-
ten important and influential books and articles. Acquisitions editors
also commonly attend professional meetings and make campus trips
to seek manuscripts. Most authors who wish to publish scholarly
books take the initiative by approaching editors at conventions, meet-
ing with visiting editors on campus, or writing to presses.

When offering a book manuscript to publishers, submit a brief
cover letter and a prospectus for the manuscript to the appropriate
acquisitions editors. Since few publishers have the staff to read unso-
licited manuscripts, do not send the complete manuscript unless
invited to do so. Authors usually send the prospectus to the editor by
first-class mail; presses prefer not to receive a prospectus by fax or
e-mail or on disk only. To find editors’ names, consult the directories
cited in section 1.5.3 or inquire directly of the presses. If you cannot
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discover which editor to approach, write to the director or the editor in
chief of the press, who will be able to route the manuscript to the right
person. Alternatively, a colleague familiar with the press may be will-
ing to introduce you to the editor who acquires books in your field.

Your prospectus should clearly and concisely describe the manu-
script and provide a rationale for its publication. Usually no longer
than ten double-spaced pages, the prospectus addresses such ques-
tions as the need for the book, its goals and purposes, its scholarly and
professional significance, the qualities that distinguish it from other
publications on the subject, and its intended audience. The prospectus
also incorporates a summary of the book and provides relevant bio-
graphical data indicating the author’s credentials for the project,
including previous publications, as well as information on the status
of the manuscript and on relevant physical characteristics—scheduled
completion date, expected length, availability on disk, word-processing
software used, special features (e.g., illustrations, tables), and so forth.
Typically accompanying the prospectus are selected materials from the
manuscript, such as the table of contents, the introduction or preface,
and a sample chapter. To facilitate future correspondence with the
publisher, authors may include a self-addressed, stamped envelope for
the acquisitions editor to use in acknowledging receipt of the prospec-
tus and a self-addressed mailer with unattached postage if they wish
the submitted materials returned.

After submitting the prospectus, you will likely receive a written
acknowledgment of the press’s receipt of it within about two weeks. If
there is no response within a month, you should inquire whether the
prospectus was received.

The acquisitions editor usually reads the prospectus quickly to
ascertain whether the proposed book is appropriate for the press. If it
is not or if the prospectus seems ill-conceived, the editor normally
rejects the proposal immediately with a brief note stating that it does
not meet the publisher’s current needs or requirements. Otherwise, the
editor reads the prospectus more carefully, perhaps circulating it to
consultant readers for opinion and advice. After the evaluation, the
editor responds to the author either to report that the press is not inter-
ested in the proposed book or to invite submission of the manuscript
for full review. The consideration of a prospectus usually takes from
one to three months. If you do not receive a decision or otherwise hear
from the editor about the evaluation after three months, you should
feel free to inquire about the status of the prospectus.

Experienced authors usually have a somewhat easier course in
placing a book manuscript with a publisher. For one thing, they are
more knowledgeable about which presses are apt to be interested in
their work and may even have professional relationships with some
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acquisitions editors. If the scholar’s previously published work was
successfully received, editors from different presses may actively pur-
sue and compete for the author’s current manuscript. Such authors are
likely to be offered advance contracts before submission of the manu-
script (see 2.2.1) and to have a voice in such matters as how the work is
published (e.g., in cloth, paper, or electronic versions) and marketed.

Most academic authors, even experienced ones, seldom use liter-
ary agents to place their manuscripts. Since scholarly books rarely sell
in large numbers and since agents receive a percentage of royalties as
their fee, authors are reluctant to share their modest royalties with
agents, and agents are reluctant to invest the time and effort required
to place a manuscript for the small fee it will produce. The scholars
who tend to use agents are those who write trade books—works that
reach a wide general audience. If you wish to find an agent, seek the
advice of colleagues who have used agents or consult the most recent
editions of such reference works as Literary Agents of North America
(LANA), published by Author Aid / Research Associates International,
and Literary Market Place (LMP) and International Literary Market Place
(ILMP), both published by R. R. Bowker. LANA contains profiles of
more than one thousand agencies, with information on policies, inter-
ests, specialties, and fees. LMP lists agents in the United States and
Canada; ILMP, agents in other countries. Listings in LMP indicate
whether the agent belongs to the Association of Authors’ Representa-
tives (AAR), a professional organization that sets ethical standards for
its members.

Submitting the Manuscript to a Publisher

If a publisher invites you to submit a book manuscript for considera-
tion, follow the press’s instructions, if any, on the method of submis-
sion and the number of copies to send. Unless the publisher specifies
otherwise, submit one hard copy of the manuscript prepared accord-
ing to the specifications in chapter 4. Always keep a paper version of
the manuscript and a copy on a backup disk as well.

Send a typescript by first-class mail, addressed to the editor who
invited it. Include a brief cover letter that states the full title of the
book, identifies you and any other author of the work, indicates if it is
available on disk, calls attention to any aspect of the manuscript that
significantly differs from what was laid out in the prospectus, and
supplies addresses for future correspondence. You should also enclose
a self-addressed mailer and unattached return postage if you wish the
manuscript returned in case it is not accepted.

Although it is common to send a prospectus simultaneously to
more than one press, many publishers will not review a manuscript
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under consideration elsewhere, because of the time and expense the
evaluation exacts. If two or more editors invite you to submit a manu-
script and you decide to send it to more than one of them, you must
inform each press involved.

After submitting the manuscript, you should expect to receive a
written acknowledgment of the press’s receipt of it within about two
weeks. If there is no acknowledgment within a month, you should
inquire to see whether the manuscript was received.

Evaluation of the Manuscript

The acquiring editor generally reviews a manuscript soon after sub-
mission to confirm that it fulfills the promise of the prospectus. If it
does, the editor sends the manuscript for evaluation to a number of
consultant readers (usually two), sometimes simultaneously and
sometimes consecutively. Some publishers ask authors for advice and
suggestions concerning reviewers. Although the questions asked of
readers vary from press to press, most editors seek comments on the
importance of the subject, the originality and soundness of the argu-
ment, the accuracy of the facts, the logic and effectiveness of the orga-
nization, the clarity and readability of the style, and the validity of the
documentation. The editor often also asks the readers to compare the
work with other books on the subject and to comment on the potential
audience for the manuscript.

In addition, editors usually ask for a recommendation regarding
publication—for example, one of the following choices: recommended
without reservations or with only minor changes, not recommended
without substantial revision, or not recommended. Consultants are
typically encouraged to give specific reasons for their recommenda-
tions, to describe reservations in as much detail as possible, and to
offer suggestions on ways to improve the manuscript. Publishers usu-
ally pay readers an honorarium or offer them free books for preparing
a report on a book-length manuscript.

If the press receives conflicting reports from two consultant read-
ers, it may seek one additional evaluation or more. The readers’ reports
determine to a large extent whether the press accepts the manuscript
for publication, rejects it, or accepts it pending revision. The last option
sometimes results in misunderstandings between publishers and
authors. If the press asks for revisions, the requested changes and the
conditions determining publication should be fully and clearly
detailed in writing: you should understand whether the revisions are
optional or required, whether there is a deadline for submitting a
revised manuscript, whether revision will ensure acceptance or lead to
another round of consultant review and publication decision, and, if
there is to be a new evaluation, whether the same or different referees
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will be used. If you are unsure about any of these matters, do not hesi-
tate to communicate with your editor for clarification.

Consider requests for revision carefully and deliberately. If you
choose to undertake the revisions, inform the editor of your intent and
give an expected date of resubmission or confirm that you will meet
the deadline. Notify the press of any subsequent delay, reporting on
your progress and giving a new projected submission date. When
returning the revised manuscript, include in your cover letter a sum-
mary of the changes made.

If you do not agree with all the revisions requested, tell the editor
in writing which changes you are willing to make and which you are
not, giving explicit reasons for your decision, before reworking the
manuscript. If the press does not concur with your plan of revision,
you should withdraw the manuscript and submit it elsewhere.

Copies of the consultant readers’ reports usually accompany
requests for revision. Some publishers remove the reviewer’s name
from each report whether it is favorable or not; others give consultants
the option of anonymity. Many presses send the author copies of
the reports—or excerpts from or summaries of them—regardless
of the publication decision. Thus, even if the manuscript is rejected,
the author might be able to use the reviews to improve it and make it
publishable.

When the readers’ reports are favorable, the press usually has
enough information to decide whether to publish the manuscript. At
most academic presses, the acquiring editor presents the manuscript
for a publication decision to the editorial committee, normally a board
of scholars who are not employed by the press. Faculty members con-
stitute the committee at university presses; professional organizations
with book publishing programs appoint association members to the
board. The acquisitions editor shares with the committee representa-
tive excerpts from the manuscript (or sometimes the entire text), the
readers’ reports, the author’s response to the reports (if deemed neces-
sary), and any other material of importance to the decision. A covering
document by the editor usually introduces the manuscript, supplying
background information. At commercial academic presses and trade
publishing houses, by contrast, staff editors usually make publication
decisions.

The editor’s acknowledgment letter at the start of the process may
tell you approximately how long it will take before a decision is made.
The typical waiting period is about two or three months, although ref-
erees’ schedules and the time of the academic year could delay the
decision. When an editorial board meets infrequently, the process can
take longer. If you do not hear from the publisher within three months,
feel free to inquire about the status of the manuscript. If the publisher
is unable to make a decision after four to six months, depending on the
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type of press, and the editor and you cannot agree on a timetable, you
may send the manuscript to another publisher after notifying the edi-
tor of your decision.

Acceptance of the Manuscript

A press generally accepts a book manuscript for publication either as
is or subject to revisions that only an editor needs to review. Some-
times publishers prescribe changes; sometimes they merely suggest
them and allow the author to decide which to perform. Even if your
book is accepted without the need for revision, you should expect to
receive an opportunity to update the manuscript or make final im-
provements before copyediting and production begin. Whatever the
circumstances, make revisions as expeditiously as possible, carefully
observing any deadline the editor sets. If the publisher furnishes a set
of editorial guidelines or a handbook for authors, prepare and submit
the manuscript as requested. When the press receives the final version
of the manuscript, your editor should be able to notify you of the pro-
jected date of publication, usually about a year from receipt of the final
manuscript, depending on the length and complexity of the work, the
time of the year, and the press’s publication schedule.

The publisher usually offers the author a contract following accep-
tance of the book manuscript. Some scholarly book publishers, like
most trade book publishers, offer contracts on approving a prospectus
and inviting the manuscript for evaluation, but such advance contracts
do not guarantee publication, since they normally stipulate that the
manuscript must first satisfactorily pass through the evaluation pro-
cess, including consultant review and approval by the editorial board.
Sometimes the publisher offers the author a monetary advance against
royalties, along with the contract (see 2.2.1). The press generally
expects the author to secure before copyediting any permissions neces-
sary for reproduction of illustrative matter and previously published
text, typically asking the author to return a copy of the signed contract
with the permission statements attached.

PRODUCTION AND PUBLICATION

Authors commonly submit the final version of their manuscript, both
in hard copy and on disk, to the journal editor or the book acquisitions
editor, who reviews the manuscript and transmits it to editorial staff
members for copyediting, design, and production. Book publishers
normally ask authors to review both a copyedited and a typeset ver-
sion of the manuscript and to supply an index for the book; journals
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usually require authors to review the article in at least one of the ver-
sions produced before publication.

Copyediting

Copyediting is an important intermediary stage between acceptance
and publication. Serving both the publisher and the author, the copy-
editor’s responsibilities embrace style and mechanics in addition to
other aspects of the manuscript.

As Claire Kehrwald Cook notes in her book Line by Line: How to
Edit Your Own Writing (Boston: Houghton, 1985), a principal task of
copyediting is to eliminate “the stylistic faults” that “impede reading
and obscure meaning” (viii). Copyeditors concern themselves with
questions of grammar, usage, and punctuation as well as with the cor-
rectness and consistency of other mechanical matters, such as spelling,
capitalization, the treatment of numbers and names, and the docu-
mentation of scholarship. This aspect of copyediting frequently centers
on making the manuscript conform to the house style the journal or
press follows. The copyeditor enables the publisher to ensure consis-
tency in spelling, capitalization, italicization, and the like within a
work and from one work to another. The copyeditor also marks up the
manuscript for typesetting, specifying such design features as title,
subheadings, set-down quotations, notes, and list of works cited.

Besides stylistic and mechanical questions, the copyeditor may
call attention to more-substantive matters that may not have been
detected by the consultant readers and the acquisitions editor, such as
errors of fact or logic, possibly unjustified generalizations, or even
potential legal problems in the manuscript. The successful copyeditor,
therefore, routinely renders a manuscript more cogent and accessible
to its readers and sometimes saves the author and the publisher from
various kinds of professional discomfiture.

Copyediting may be done on the paper or the electronic version of
the manuscript. When working on hard copy, editors use a set of sym-
bols to indicate changes—deletions, insertions, transpositions, and so
forth—in the manuscript. Frequently the symbols are supplemented
by explanations or clarifications in the margins or on slips attached to
the page. Copyeditors also commonly use margins or slips to address
queries to the author, requesting information or explication, for exam-
ple, or suggesting alternative choices of wording. (See fig. 1.) A copy-
editor who works on computer usually produces at the end a new
printout incorporating the editorial changes, which are often high-
lighted to allow the author to compare the original and copyedited
versions more easily. Queries to the author are likely to appear not in
the margins but elsewhere—for instance, all queries may be collected
in a list keyed to numbers embedded in the text.
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Fig. 1. A sample from the copyedited manuscript of this manual.

In returning the copyedited manuscript to the author for review,
the editor usually sends a cover letter that, among other things, may
call attention to special problems or give instructions about respond-
ing to changes and queries. The letter also normally specifies a dead-
line for the return of the manuscript. If you cannot meet the deadline,
notify the editor immediately. Otherwise, the publisher will expect to
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receive the reviewed manuscript within the time requested, so that
production can proceed on schedule. If no schedule is set, return the
manuscript as quickly as possible.

When you receive a copyedited manuscript from your publisher,
read the cover letter first, especially noting the deadline for return.
Evaluate each suggested change and either accept the change or
explain what is wrong with it and, if the copyeditor has identified a
problem, substitute a different revision. If you do not understand a
change, ask for clarification. If the copyediting was done on paper, do
not erase or otherwise obliterate any change or query. Try to respond
unambiguously and as near as possible on the page to the query; if
space is insufficient, place replies on a separate sheet, making evident
the pages and lines involved.

For works destined for print publication, the review of the copy-
edited manuscript is normally the author’s last chance to make revi-
sions, such as correcting or updating references, for from this time
forward, changes become costly (and are often charged to the author
or not even made). If your revisions are brief, insert them within the
manuscript; when lengthy or likely to lead to confusion if placed
directly on the manuscript, revisions should be written on separate
pages with clear indications of where they belong in the text.

Before returning the copyedited manuscript to the publisher, make
sure you have answered all questions, supplied all requested informa-
tion, and made all needed changes. Besides meeting the deadline, fol-
low any special instructions the publisher gives for the return of the
manuscript. Include a cover letter explaining what you have carried
out and noting any specific problems or questions of which the copy-
editor should be aware.

If problems remain unresolved, the copyeditor may return to you
with further queries. For a text copyedited on computer, the editor
normally transfers all final changes to the disk or disks containing the
work. (Less frequently, some publishers ask authors to make the
changes and to submit the final version on disk for composition.)

Proofreading

After your article or book is typeset—either directly from the final
disk version of the manuscript or manually from the paper manuscript
—the publisher will send you for correction a set of page proofs (your
text converted into printed pages that will eventually constitute
the actual publication), usually along with the final version of the
manuscript.

Read proofs carefully, word for word against the manuscript. Do
not assume that the manuscript was translated into type without omis-
sions or other errors. If you are not an experienced proofreader, it may
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help to ask someone to read the manuscript aloud while you follow on
the proofs. Make corrections on the proofs, using proofreading sym-
bols (see 8.8), and respond to any queries from the editor or typesetter.
To reduce production costs, many presses assign authors primary
responsibility for proofreading and sometimes suggest they seek the
services of a professional proofreader.

Because changes at this stage can prove costly (usually to the
author if they are not the typesetter’s errors) and also seriously delay
the publication schedule, publishers will usually make changes only to
remove factual errors and will not permit stylistic refinements. If you
want to make alterations, explain their rationale and relative impor-
tance in a cover letter when returning the proofs, so that the publisher
can make informed decisions about allowing the changes. Be sure to
return the corrected proofs within the time agreed on or as quickly as
possible if no schedule was set. Often the book publisher sends two
sets of page proofs: one to correct and return, the other for preparing
an index.

Preparing an Index

Creating the index for a scholarly book is usually the responsibility of
the author, the person most familiar with the contents and intentions
of the book. In negotiating the contract, the author and editor deter-
mine the type of index or indexes required: a name index, a subject
index, a combined index of names and subjects, or another kind
of index—a scholarly study of poetry, for example, might include an
index of titles or an index of first lines. Another consideration is the
mode of indexing. Whereas most books are indexed by page number,
some works are more useful if indexed another way, such as by section
number.

Some authors hire a professional indexer rather than prepare the
index themselves. The publisher can probably recommend an indexer
if you are unsure about whom to hire. If you intend to have your press
help you obtain the services of a freelance indexer, let the publisher
know well in advance, so that the indexer’s schedule can be coordi-
nated with the publication schedule for the book. Since such an indexer
is unlikely to be a specialist in your field, the press will ask you to
review the index, deleting or adding entries as needed or making
other refinements.

Ordinarily the following parts of the book are indexed: the intro-
duction, text, content notes, and appendixes. The following parts are
usually not indexed: the preface and other front matter (e.g., title page,
copyright page, dedication, table of contents, acknowledgments) and
the list of works cited.

Although you cannot complete the index until page proofs are
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available, you can begin working on it at any time after acceptance.
Before receiving proofs, for example, you can identify the terms for
your index and arrange them in alphabetical order. For a subject index,
you can select in advance what words and phrases you will use as
headings and subheadings. Headings are key terms that guide readers
to important ideas and issues discussed in the book; headings are nor-
mally divided into subheadings if thé headings would otherwise be
followed by long strings of undifferentiated page numbers. For a name
index, you can extract all personal names from the manuscript and
alphabetize them in advance. Once the index has been thus set up, all
you then need do is add page numbers when you receive the proofs.
Before beginning any such work, be sure to inquire about and follow
any instructions the publisher provides for preparing the index.

Computers are useful in the creation of indexes. Special indexing
software or the indexing feature of your word-processing program can
help produce the index, but you need to use such programs with care.
Whereas software performs many valuable functions—for instance, it
can automatically index terms the user marks; record headings, sub-
headings, and page numbers; and alphabetize entries—the indexer
nonetheless must perform the most-essential tasks: creating the list of
terms to be marked, checking and modifying terms as indexing pro-
ceeds, editing entries, adding cross-references, and so forth.

Print out the final index copy double-spaced and in one column.
Begin each entry flush with the left margin; indent the second and sub-
sequent lines of the entry one-half inch (or five spaces) from the mar-
gin. Use commas to indicate inversions (“artists, reference works on”)
and qualifying phrases (“authors, as indexers” and “authors, and pub-
lishers”). Place a comma after the entry, skip a space, and give the rele-
vant page number or numbers, separated with a comma and a space
(“pragmatism, in editing, 489, 519, 536”). Use inclusive numbers if the
subject continues for more than one page (“10-11, 110-11"; see 3.10.6,
on inclusive numbers). If the page number refers to a note, add the
lowercase letter n (“286n"). If the page contains more than one note,
add the note number or numbers, preceded by the abbreviation n or
nn (“286n3” or “286nn4-5"). Identify cross-references with See and See
also, underlined (“acronyms See abbreviations” and “theater See also
plays”).

Although most indexes are printed in run-in style, prepare the
copy in indented style (in which each subhead appears on a separate
line indented under the major head):

writing
guides to, 38-40
style manuals for, 260-61
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Number every page of the index in the upper right-hand corner and
otherwise follow the recommendations for manuscript preparation in
chapter 4.

Indexes generally follow one of two systems of alphabetizing: let-
ter by letter and word by word. The letter-by-letter system ignores
spaces between words and alphabetizes by all letters up to the first
comma indicating an inversion or a qualifier. The word-by-word sys-
tem, in contrast, alphabetizes up to the first space and uses the letters
that follow only when two entries begin with identical words.

LETTER BY LETTER WORD BY WORD
Day, Dorothy Day, Dorothy
daybooks Day of the Locust,
Day of the Locust, The (West)

The (West) daybooks

The letter-by-letter system is more commonly used. In alphabetizing,
disregard accents, hyphens, apostrophes, and commas indicating
series, and follow the rules for names given in 3.6.

Check your manuscript of the index carefully, for at many presses
the author has complete responsibility for the accuracy and correct-
ness of the index. Unless otherwise instructed, submit the manuscript
in both print and disk form to the publisher. The manuscript for the
index, like that for the rest of the book, will be copyedited and con-
verted into page proofs. Presses usually ask authors to review the
copyedited manuscript or the proofs of the index.

There are, of course, many strategies and resources for creating
indexes. The procedure detailed in Kenneth L. Pike’s “How to Make
an Index” (PMLA 83 [1968]: 991-93) is primarily recommended for
those preparing the index without indexing software but may also be
useful for those using such software. The Chicago Manual of Style (14th
ed. [Chicago: U of Chicago P, 1993] ch. 17) recommends typing each
entry on an individual index card (a time-consuming procedure that
leaves no way of tracing errors), briefly defines various kinds of
indexes, and gives considerable information about the mechanics of
preparing an index.

Design

Although publishers, not authors, are responsible for the design, pro-
duction, 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 printed journals must be designed, no matter how
simple and straightforward the result. A designer writes specifications
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that cover every aspect of the typography of the publication. The de-
signer’s concerns include:

the trim size (the dimensions of a page of the publication)
the margins (the space at the top, bottom, and sides of the page)

the type page (the area of the page in which type appears, includ-
ing any footnotes, running heads or running footers, and page
numbers)

the text page (the area of the page in which the text appears)

the typeface and the type size for not only the text but also the
running heads, chapter numbers, chapter titles, headings within
the text, extracts, notes, list of works cited, and so forth

the spacing between letters, words, and lines

the indentation of paragraph beginnings, extracts, notes, the list of
works cited, and so forth

The design of a book also includes such features as its cover and
jacket (if there is one), the selection of the paper on which it is to be
printed, the cloth or paper with which it will be bound, and the
method of binding (e.g., case binding, adhesive binding). Publishers
sometimes ask authors for design suggestions (e.g., a work of art or a
photograph to serve as an illustration for the cover or jacket of the
book), but the press has the final say on all aspects of design.

Composition, Printing, Binding

The term composition covers a wide range of typesetting processes, old
and new. 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 impres-
sion, locking them into rectangular chases, or frames. The type was
then inked and pressed against paper to produce first galley or page
proofs and eventually the final 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, which auto-
mated the selection of the metal characters.

Recent decades have seen rapid changes in composition methods.
Current electronic text files—usually originating with the author but
sometimes created when the typesetter keyboards a paper manuscript
or scans it with an optical character reader (OCR)—are imported into
a pagination or page-layout program, where the text can be corrected
and formatted and pages generated. Pagination programs vary in their
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ability to lay out a document. Some are virtually automatic, pro-
grammed with rules to create an aesthetically pleasing page. Most pro-
grams, however, work through a combination of automation and
manual intervention (in page-spread alignment, page breaks, hyphen-
ation, line justification, etc.). A heavily illustrated book, for example,
requires more manual work than a book with text only.

The typesetter prints out page proofs for the author to review and
correct, makes the changes indicated by the author, and generates new
pages. This cycle repeats until there are no further corrections and the
pages are deemed ready for printing. This version is then sent-—as
electronic files, film, or a reproduction proof (a clear, sharp proof)—to
the printer for reproduction.

The text pages and endpapers for a clothbound book are sewn or
glued together, and the endpapers are pasted to covered boards. Text
and sometimes designs are stamped or printed on the covering mater-
ial before it is glued to the boards. The book may then be wrapped in a
printed jacket. The collated pages of a paperbound publication are
glued to a printed paper cover.

Marketing

Publishers use marketing to try to bring their publications to the
fullest potential audiences. Scholarly publications are usually mar-
keted through promotional mailings to individuals and libraries,
advertisements, displays at professional conferences, listings on the
press’s World Wide Web site, and efforts to have the works reviewed.

The marketing plan for a publication depends on the nature of the
work and on its intended audience. For example, for a trade book
aimed at a general audience, a press might place an advertisement in
the New York Review of Books or arrange author interviews and book
signings, but for a more specialized book it might rely on direct mail-
ings and reviews in scholarly journals and in periodicals consulted by
academic librarians, such as Choice.

A book publisher is likely to ask you to play an active advisory
role in the marketing of your book. The press will customarily send
you a questionnaire or similar form requesting information that will
assist the marketing staff. You might be asked, for instance, to supply a
brief description of the book and biographical data to be used in the
copy for the jacket or cover and for direct-mail materials (flyers,
brochures, catalogs).

In addition, you will probably be asked to provide a list of journals
whose reviews are respected (and whose advertisements are read) by
scholars in your field. Although publishers rely on their own lists
of customers as well as lists rented from professional and scholarly
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associations and from list services, you can assist in direct-mail adver-
tising by telling the press of any organizations and groups whose
members might be particularly interested in the book. Similarly, many
publishers exhibit their books at meetings of major scholarly associa-
tions, but you can help direct the press to specialized meetings that
have exhibit opportunities. In addition, you might mention any
awards and prizes for which the book is eligible.

Needless to say, it might not be possible for your publisher to pur-
sue every suggestion you offer. Keep in mind that the marketing staff
needs to promote many new and backlist titles at the same time, that
the costs of advertising are high, and that the plan for each title is lim-
ited by budget and largely shaped by the projected income from the
book. Nevertheless, you should expect your press to do its best to
inform potential readers of the existence and importance of your book.

CONCLUSION

Scholarly publication ideally constitutes a collaboration between
author and publisher, characterized by complementary and mutually
supportive and sustaining interests and goals. Authors wish to gain
publication of manuscripts that have taken them months and usually
years to conceptualize, research, and write. Publishers wish to dissem-
inate new and important ideas and scholarship and thus invest consid-
erable time and money in reviewing, editing, designing, composing,
printing, binding, and marketing each work. Authors and publishers
alike seek to have the publications they produce reach as wide a read-
ership as possible.

Scholarly publishing typically relies on evaluations and advice
from consultant readers or referees. Such specialist readings help the
publisher verify the soundness and quality of the submitted work’s
thought, scholarship, and writing and help the author discover ways
in which the manuscript might be improved.

Cooperation between the two parties enhances the efficacy and the
efficiency of the publishing process. Toward this end, an author pre-
pares and submits a manuscript for an article or a prospectus for a
book in a commonly accepted form or as prescribed by the journal or
press; informs the publisher if the work, or any part of it, is being con-
sidered elsewhere; agrees to make necessary revisions; reviews the
copyedited manuscript and corrects proof; supplies an index, if
required; provides advice on design and information for marketing, as
requested; and, most important, meets the publisher’s deadlines.

For its part, the publisher in this ideal relationship promptly
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notifies the author of every significant development (and of any delay)
during the review stage, from the receipt to the approval of the manu-
script; clearly indicates what revisions it wants the author to make and
if the revisions are optional or required; keeps the author informed of
the publication schedule; and establishes reasonable deadlines for
making revisions, reviewing the copyedited manuscript, correcting
proof, and preparing an index.

The author and the publisher agree on and enter into a contract for
the publication of the manuscript. In book publishing, they commonly
share any income derived from the work. And finally, by making
important scholarship public in conveniently accessible form, both
parties also share in the other rewards—intellectual, professional, and
personal—that successful scholarly publication renders.
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Dear Permissions Manager:

I would like to reprint the following material from your
publication: [author, title, date of publication, page
numbers, line numbers, etc.]. This material is to appear in
my article/book [title], scheduled for publication in {date]
by [name of journal or press]. The journal/press plans a
first print run of [number].

Permission to reprint will be acknowledged with the usual
credit line, citing author, title, and publisher, unless you
specify otherwise.

If you hold the copyright and will grant me nonexclusive
world rights for this use, please sign below and return this
form to me. A copy is enclosed for your files. If you have
your own form for permission requests, I will be glad to fill
it out. If I need to apply to someone else for permission, I
would appreciate your letting me know.

Thank you very much for attending to this request. I look
forward to your prompt reply.

Sincerely yours,

[your name]

The above request is approved on the conditions specified above.

Approved by Date

Fig. 2. Sample of a letter, sent in duplicate, requesting permission to reprodiice
printed material.
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Dear Permissions Manager:

I would like to reproduce [title, artist, etc.], which appears
in [author, title, publisher, date, page numbers, etc.]. The
reproduction would be printed in black and white / color
in my article/book [title], scheduled for publication in
[date] by [name of journal or press]. The journal/press
plans a first print run of [number].

The image will be identified in the publication with the
usual credit line, citing artist, title, and source, unless you
specify otherwise.

If you hold the copyright and will grant me nonexclusive
world rights for this use, please sign below and return this
form to me. A copy is enclosed for your files. If you have
your own form for permission requests, I will be glad to fill
it out. If I need to apply to someone else for permission, I
would appreciate your letting me know.

If you grant permission, I will need to obtain from you a
photograph, slide, or transparency of the image suitable for
reproduction. Please inform me of any fee that I must pay
for the print.

Thank you very much for attending to this request. I look
forward to your prompt reply.

Sincerely yours,

[your name]

The above request is approved on the conditions specified above.

Approved by _ Date

Fig. 3. Sample of a letter, sent in duplicate, requesting permission to reprodice an
illustration.
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2.5 Further Guidance

Scholars who publish their work inevitably become involved in a net-
work of legal issues, including copyright, contracts, libel, and the right
of privacy. These issues have been shaped by a complex history of
laws, court decisions, and international agreements that are unfamiliar
and often confusing to scholars. Since common sense is not always a
reliable guide to proper legal conduct in publishing, it is important for
potential authors to protect themselves by an acquaintance with the
fundamentals of legal issues in scholarly publishing.

In our information-based society and economy, intellectual prop-
erty has become the focus of increasing attention. Furthermore, new
conditions of publication rendered possible by the electronic exchange
of texts are making it necessary to reconsider and redefine long-
standing copyright law in the United States and abroad. In addition,
the globalization of regional economies is creating pressure for the
standardization of intellectual-property laws across national borders.
Such developments in copyright law affect scholars both as creators
who want to protect their writings from unauthorized uses and
changes and as researchers who want to use and build on the writings
of others. Although gaining access to and using texts often present
obstacles to scholars as researchers, securing copyright for their own
works is relatively simple. This is particularly so since, despite the
efforts of some scholars to liberalize the use of intellectual property,
changes in the law have for the most part increased protection, length-
ened copyright duration, and decreased the risk that material could
fall into the public domain.

COPYRIGHT

211

Development of Copyright Law in the United States

The principal method of protecting the rights of authors and other cre-
ators of original material fixed in a tangible medium of expression is
copyright. There has been statutory copyright protection since 1710,
when the English Parliament enacted the Statute of Anne, the first
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copyright act. After the American Revolution, most of the former
colonies enacted copyright statutes, many influenced by the Statute of
Anne. When the nation’s founders met in Philadelphia to draft the
Constitution, a copyright clause was inserted without opposition or
even significant discussion. However, the copyright clause of the Con-
stitution, instead of directly protecting authors’ and other creators’
interests, gave Congress “power [. . . ] to promote the progress of sci-
ence and useful arts, by securing for limited times to authors and
inventors the exclusive right to their respective writings and discover-
ies [...]" (art. I, § 8, cl. 8). By reason of this language in the Consti-
tution, copyright in the United States has developed as a limited
monopoly, a group of exclusive rights granted to authors with excep-
tions or limits for the benefit of the public.

Congress proceeded to enact a series of copyright statutes, the first
of which, enacted in 1790, protected maps, charts, and books. By far
the most important statute today is the 1976 Copyright Act (Pub. L. 94-
553, Title 1, § 101, 19 Oct. 1976, 90 Stat. 2541), the first major revision of
copyright law in three-quarters of a century, because it took account of
new and emerging technology and because it enabled the United
States to afford greater protection of authors’ rights through interna-
tional treaties. Also relevant are the Copyright Act of 1909, which gov-
erns the ownership of copyrights before 1 January 1978, the effective
date of the 1976 Copyright Act; the Sound Recording Amendment Act
of 1971, extending federal protection to sound recordings; the Com-
puter Software Copyright Act of 1980, extending federal protection to
software; the Berne Convention Implementation Act of 1988, which
provides for the United States to join a larger group of countries that
extend a high level of international copyright protection to works of
their citizens; and the Copyright Amendments Act of 1992, which clar-
ifies congressional intent about the fair use of unpublished works.

Scope of Copyright Protection

Copyright is based on authorship of original works that are fixed in any
tangible medium now known or later developed. The Supreme Court
has defined an author as a person “to whom anything owes its origin;
originator, maker” (Burrow-Giles Lithographic Co. v. Sarony, 111 US 53,
58, 1884). (For the authorship of works made for hire, see 2.1.3.) Origi-
nality means that the author’s work is of the author’s own effort and is
not copied from other work, even if the author’s effort is only mod-
estly creative. To be fixed in a tangible medium, a work must be able to
be perceived, reproduced, or otherwise communicated either directly
or with the aid of a machine or other device. The Copyright Act lists
the following examples of works of authorship:
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Literary works, which include literary criticism and scholarly
writing

Musical works, including accompanying words

Dramatic works, including accompanying music

Pantomimes and choreographic works

Pictorial, graphic, and sculptural works

Motion pictures and other audiovisual works

Sound recordings

Architectural works (17 USCA § 102)

The list is not exhaustive: other types of works, such as computer pro-
grams, have been added by statute, and their protection has been
enforced by the courts. Copyright protection is extended to new mate-
rial created by an author for a compilation or derivative work—that is,
a work (such as a translation, an annotated version, or an abridgment)
based on another work. Protection of a compilation or derivative work,
however, does not imply an exclusive right in the preexisting material
included and does not affect the scope or duration of rights in that
material.

Copyright protects only the author’s expression and does not
extend to facts, ideas, procedures, and methods of operation regard-
less of the form in which they are embodied or illustrated. For exam-
ple, theories about history, such as a theory about the destruction of
the dirigible Hindenburg, or scientific discoveries are unprotectible, but
the words in which theories or discoveries are discussed are protected.
A 1991 Supreme Court decision (Feist Publications, Inc., v. Rural Tele-
phone Service, Inc.) made clear that a simple assembling of facts, such as
an alphabetical listing of names and addresses, does not qualify as an
original and therefore a copyrightable work, even though considerable
labor (“sweat of brow”) may be involved.

Questions about whether a particular work is protected by copy-
right, in whole or in part, can be complex. Authors who plan to
use another’s work but doubt whether they have the right to do so
should refer the question to copyright counsel. In the absence of an
opinion from counsel, it is prudent to assume that there is copyright
protection. (On fair use of copyrighted works, see 2.1.13.)

Works Made for Hire

The Copyright Act provides that the employer or other person for
whom a work made for hire is prepared is considered the author of that
work. A work made for hire is either a work prepared by an employee
within the scope of employment or a commissioned work, such as a
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contribution to a collective work, a translation, or another kind of sup-
plementary work as defined in section 101 of the United States Copy-
right Law. Editorial notes and scholarly articles may sometimes fall
within this category. A commissioned work is treated as a work made
for hire only when there is a written agreement between the writer and
the commissioning party that the work is made for hire.

Some universities now claim that writing by faculty members
done under university auspices and involving software and patentable
inventions is work for hire. Such claims, not of immediate issue in the
humanities, will be decided under the definition of a work for hire
found in the Copyright Law and under applicable patent law.

Co-ownership

Co-ownership of copyright can result from two situations. The first is
the creation of a joint work. The Copyright Act of 1976 defines a joint
work as one prepared by two or more authors with the intention that
their contributions be merged into inseparable or interdependent parts
of a unitary whole. If the creative portions of a work attributable to
all the authors are intended to be inseparable or interdependent, the
work is a joint work, and the authors co-own the copyright. Further, if
authors agree before or at the time of creation that their contributions
will be regarded as forming a joint work, there is co-ownership of
copyright. The most common example of a joint work is a song with
words and music by different parties who intend to produce only one
work, but co-ownership may exist with any creation. Co-ownership of
copyright can also occur when additional persons acquire ownership
after the work’s creation. For example, the owner of a copyright may
transfer a portion of it to another, or children of a deceased author may
renew their parent’s copyright and thus own it together.

Co-owners of a copyright can transfer their respective interests in
the copyright separately, without approval of the other owners, but all
the co-owners must join in a grant of the entire copyright. Similarly,
any co-owner of a copyright may license the entire copyright on a
nonexclusive basis, but all the co-owners must join in a license of
exclusive rights. A co-owner who uses or licenses a copyright on a
nonexclusive basis without consulting the other co-owners is required
to account for the proceeds to the other co-owners and pay them their
just shares. As a practical matter, most users of copyrights willing to
pay substantial sums for a license will require an exclusive license.

Compilations, Including Collective Works

A compilation is defined by the Copyright Act as a work formed by the
collection and assembling of preexisting materials in such a way that
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the result constitutes an original work of authorship. Compilations
include collective works, defined as journal or periodical issues, antholo-
gies, or encyclopedias in which separate and independent contribu-
tions are assembled into a whole. The copyrights in the contributions
to collective works remain with the authors unless the copyrights are
expressly transferred in writing. The proprietor of a collective work
owns the copyright in the collective work, but that right conveys only
the privilege of reproducing the contributions together in that collec-
tion, in a revision of that collection, or in a later collective work in a
series with the former collective work.

Material Objects

Copyright law has long provided that the ownership of a copyright or
of any right under a copyright, such as an exclusive license, is separate
and distinct from ownership of the material object embodying the
copyright. The sale or transfer of the material object does not convey
any rights in the copyright unless they are granted in addition. Con-
versely, the ownership of a copyright or a right under a copyright does
not convey any right in the material object embodying the copyright.
Accordingly, owners of letters, manuscripts, and original works of art
have no rights to the copyright of those works unless the owners
specifically acquired copyright rights by an agreement or bill of sale.
The owner of a work of art, for example, may not copy the work with-
out having received the right to do so from the copyright owner but
may deny access to anyone wishing to copy it, except perhaps the
copyright owner.

Term of Copyright

The term of protection under the 1976 Copyright Act is the life of the
author plus fifty years after the author’s death for works first pub-
lished on or after 1 January 1978 and for unpublished works. The term
of copyright for a joint work is the life of the last surviving author plus
fifty years.

Works that are anonymous, pseudonymous, or made for hire (see
2.1.3) have a copyright term of seventy-five years after first publication
or one hundred years from creation, whichever terminates first. Works
copyrighted before 1 January 1978 have a term of protection of twenty-
eight years from the date copyright was secured and a renewal term of
forty-seven years (for a potential seventy-five years of copyright pro-
tection) when the renewal is secured as provided in the Copyright Act.
A copyright falling due for renewal between 31 December 1976, when
the new law was passed, and 31 December 1977, when the law went
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into effect, endures for a term of seventy-five years from the date copy-
right was originally secured if it was renewed.

In 1994 an amendment to the Copyright Law was enacted to
strengthen protection abroad for United States works and uphold the
obligations of the United States to member countries of the Berne Con-
vention. This amendment restores copyrights to works of foreign ori-
gin that would otherwise be in the public domain and therefore
available for copying by anyone without restriction. To be eligible for
copyright restoration in the United States, these foreign works must
be protected by copyright in the source country and must meet
other qualifications. When copyright is restored, it endures for a term
of seventy-five years from the date it first began. The scholar should
make a careful investigation of the facts before reaching a conclusion
about the copyright status of a foreign work. An incomplete list of
works whose copyright has been restored is available from the Copy-
right Office. Copyright restoration vests automatically, and the list
contains only the works for which a notice of an intent to enforce
rights against a so-called reliance party has been filed in the Copyright
Office.

Registration of Copyright

Copyright in an original work eligible for protection begins with the
creation of the work. Accordingly, registration of copyright is no
longer required and may be done anytime during the life of the copy-
right. Registration may be effected by the owner of a copyright or of
any exclusive right in the copyright and entails a deposit of the work
with the Copyright Office (Register of Copyrights, Copyright Office,
Library of Congress, Washington, DC 20059-6000), along with an
application form and the prescribed fee. The deposit consists of one
complete copy of an unpublished work, two complete copies of the
best edition of a work published in the United States other than a con-
tribution to a collective work, one complete copy of a work published
outside the United States, and one complete copy of the best edition of
a contribution to a collective work. Whether or not copyright is regis-
tered, however, deposit of the work is required by law within three
months of publication. This deposit requirement is intended to build
the collection of the Library of Congress, of which the Copyright Office
is a division. A single deposit can satisfy both the deposit requirement
and the registration procedure. Forms for registration are available
from the Copyright Office and vary in accordance with the class of
work being registered. Instructions are included with each form.
Areason to register a copyright is that the Copyright Office veri-
fies that the work meets the formal requirements of the Copyright Act.
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If the requirements are met, the office registers the claim and issues a
certificate of registration. In any judicial proceeding, this certificate, if
issued before publication or within five years after, is prima facie evi-
dence that the copyright and the facts stated in the certificate are valid.

Another advantage of registration is that it enables the copyright
owner to initiate an action for infringement; without registration no
action for infringement may be commenced. Foreign works protected
under the Berne Convention are exempt from the registration require-
ment, however, and an action for infringement of such works may be
initiated without registration. Furthermore, in any infringement action
for an unpublished work, no award of statutory damages or attorney’s
fees may be made if the infringement began before the effective date of
registration. Similarly, no statutory damages or attorney’s fees may be
awarded for infringement of a published work if the infringement
began after first publication and before the effective date of the regis-
tration, unless registration was made within three months after first
publication. Of course, whenever the infringement and the registration
occurred, the owner of a work infringed is always entitled to actual
damages, such as lost income, as well as to the infringer’s profits
attributable to the infringement, so long as they do not duplicate the
award of actual damages (see 2.1.15).

Copyright Notice

Under the 1976 Copyright Act, copies of a work distributed to the pub-
lic may contain a notice of copyright. The notice should be visible
either directly or with the aid of a device. The form of the notice nor-
mally consists of three elements:

1. The word Copyright, the symbol ©, or the abbreviation Copr.
2. The year of first publication of the work

3. The name of the owner of the copyright in the work, an abbrevia-
tion by which the name can be recognized, or some other designa-
tion of the owner of the copyright (17 USCA § 401)

Many publishers elect to add the phrase All rights reserved to the copy-
right notice. This phrase protects copyright in countries that are mem-
bers of the Buenos Aires Convention. The copyright notice is to be
affixed to copies in a manner and location that enable it to give reason-
able notice of the claim to copyright. In books the traditional place for
the notice is the reverse side of the title page, sometimes called the
copyright page.

After the effective date of the Berne Convention Implementation
Act of 1988—1 March 1989—notice is not required for United States or
foreign works claiming copyright pursuant to the Berne Convention.
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However, it is advantageous for all works to bear a copyright notice. If
such a notice is placed in accordance with the Copyright Act, then a
court must give no weight to a defendant’s claim that the infringement
was innocent and that damages should therefore be mitigated. Further,
the use of the symbol ©, though not of the term Copyright or copr.
alone, in a notice gains rights for the copyright owner in countries that
belong to the Universal Copyright Convention but not to the Berne
Convention. Finally, in works published online, it is advisable for
authors to include a copyright notice to alert readers that copyright
should be respected.

A notice of copyright on a collective work in the name of the pro-
prietor of the collection protects all the component parts, even if they
are of different ownership and were originally published in various
years. Of course, separate notices of copyright for component parts
may be properly used if the publisher is willing to print them. No spe-
cial notice of copyright renewal is required for works in which copy-
right has been renewed. Under the Copyright Act, the year of first
publication is the proper year for the notice even in the renewal term.

Renewal of Copyright

Renewal of copyright is now largely pertinent only for older works.
It is helpful for authors to be aware of the relevant law, however,
whether they are authors of works published before the mid-1960s or
whether they are trying to determine whether a work they wish to
quote is in the public domain. Before 1992 copyright renewal applica-
tions had to be filed in the twenty-eighth year of the copyright for all
copyrights in the first term on 1 January 1978. If a copyright was not
renewed, the work fell into the public domain. This is still true of
copyrights secured before 1964. After an amendment to the Copyright
Act in 1992, copyrights secured in 1964 and thereafter renew automati-
cally even if no application is filed. In the case of works that are owned
by a proprietor other than by assignment from an author, a post-1963
copyright renews automatically in the name of the proprietor if no
application is filed. These works can include posthumous works, peri-
odicals, encyclopedic and composite works owned by the proprietor
or its predecessor in interest in the original term, and works created
for hire (see 2.1.3).

In the case of copyright in a work owned by an author, the Copy-
right Act gives the renewal term to the author, if living; to the widow,
widower, or children as a class if the author is not living; to the execu-
tor of the author if the author is not living and there is no living
widow, widower, or children; or to the author’s next of kin if there is
no will. The renewal follows the order stated in the statute and does
not follow state inheritance law. Furthermore, an author may not leave
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a renewal copyright by will or grant it while living to anyone if the
author does not live into the renewal term. The reason for this restric-
tion is that the author does not own the renewal term unless the
author is alive when the renewal application is filed in the twenty-
eighth year of the copyright or when the renewal term commences. As
these arrangements make evident, copyright is not property in the
ordinary sense. It is created by Congress, and the renewal term is also
created by Congress, which decides who is entitled to the renewal.

Rights of Copyright Owners

The proprietor of copyright in a work is given by statute the exclusive
right to do or authorize others to do any of the following actions:

1. Reproduce the work

2. Distribute copies or phonorecords of the work to the public by sale
or other transfer of ownership or by rental, lease, or lending

3. Prepare derivative works based on the work

4. Perform the work publicly if it is a literary, musical, dramatic, or
choreographic work; a pantomime; or a motion picture or another
kind of audiovisual work

5. Display the work publicly if it is a literary, musical, dramatic, or
choreographic work; a pantomime; or a pictorial, graphic, or
sculptural work, including the individual images of a motion pic-
ture or of another kind of audiovisual work (17 USCA § 106)

Even the exclusive rights stated above are limited by the Copyright
Act in a variety of provisions, particularly fair use (see 2.1.13).

The copyright owner of a work listed in item 5 above has the
exclusive right to display it publicly on a screen. The question whether
the uploading and downloading of copyrighted computer materials
by someone who is not the copyright owner constitute a distribution
of copies and therefore infringe the owner’s rights has not yet been
settled by the courts. Legislation has been proposed, however, that
would define transmission from computer to computer as a distribu-
tion of copies, protected by copyright.

Transfers and Terminations

Copyright ownership resides with the author unless the author trans-
fers it to another party. The term transfer includes assignment, exclu-
sive license, and any other conveyance of any of the exclusive rights
comprised in a copyright, but it does not include nonexclusive license.
Ownership of a copyright may also be bequeathed. By committing a
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material breach of a work-for-hire agreement, an employer or a com-
missioning party may lose its rights in the work made for hire.

The 1976 Copyright Act contains provisions for the termination
of any transfer of copyright, nonexclusive licenses of copyright, and
any right included in copyright assigned by the author on or after
1 January 1978. The purpose of Congress in providing these termina-
tion provisions is to protect authors against unremunerative transfers.
Termination may be effected during a period of five years after the
expiration of thirty-five years from the date of the grant, but if the
grant covers the right to publish the work, the five-year period begins
thirty-five years after publication of the work or forty years after the
date of the grant, whichever is earlier. The Copyright Act also stipu-
lates who may terminate a grant and the type of notice of termination
required. Whenever a grant is terminated, all copyright rights that
were covered by it revert to the author or other parties owning termi-
nation rights. Failure to give proper and timely notice and to file it in
the Copyright Office, in Washington, DC, results in an irrevocable
lapse of the termination right, and the grant continues for the balance
of the copyright term.

Fair Use of Copyrighted Works

The rights of copyright owners are not absolute. The most important
limitation on these rights is known as fair use. Under this principle,
someone who does not own the copyright in a work may be entitled to
make limited use of the work without permission of the owner. The
principle of fair use was established to advance creative work and
public knowledge. The Copyright Act of 1976 for the first time set
forth criteria for fair use, which had previously been interpreted pri-
marily through judicial decisions. The law now provides that the fair
use of a copyrighted work is not an infringement of copyright. Al-
though the Copyright Act speaks of the use of a work, in practice only
use of a small portion of a work is likely to qualify as a fair use. There
are no guidelines on the quantity of material protected by copyright
that may be taken without permission. The statute provides four fac-
tors to be considered in a determination of whether a use of a copy-
righted work is fair use:

1. The purpose and character of the use, including whether it is of a
commercial nature or 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
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4. The effect of the use on the potential market for or value of the
work (17 USCA § 107)

Congress intended the statutory provisions above to restate the
fair use doctrine that existed before passage of the act, not to change,
narrow, or enlarge it in any way, as the reports of the House and Sen-
ate committees make clear. Accordingly, all decisions of the courts
before and after the enactment of the 1976 Copyright Act are relevant
to determining the application of fair use to any question of copyright
law. This means that factors other than those listed in the statute may
be considered. Furthermore, the Copyright Act makes no statement
about the relative importance of the factors, so in each determination
about fair use all the facts involved must be taken into account.

In discussing the first factor, the purpose and character of the use,
the courts give greater latitude to “transformative use”—which adds
to the original work something new and possibly different in form—
than to mere reproduction of the work. Mere reproduction is more
likely to be infringement. According to the law, fair use includes copy-
ing for purposes of criticism, comment, news reporting, teaching,
scholarship, and research. In 1996 Congress added section 121 of
the Copyright Law, which provides that it is not an infringement for
certain nonprofit or government agencies to reproduce or distribute
copies of a nondramatic literary work made for the blind or other per-
sons with disabilities. Like verbatim copying, close paraphrasing of
protected expression can constitute infringement if the borrowing
does not meet the criteria of fair use. The ideas contained in a work,
though, in contrast to the original expression, may be freely used with-
out risk of copyright infringement (see 2.1.2).

Fair use of unpublished works is more restricted than that of pub-
lished works. Nevertheless, “[t]he fact that a work is unpublished shall
not itself bar a finding of fair use if such finding is made upon consid-
eration of all the above factors.” Congress added this sentence in 1992
to section 107 of the Copyright Law after a series of cases in which the
United States Court of Appeals for the Second Circuit denied fair use
to users of unpublished letters by J. D. Salinger and L. Ron Hubbard.
Letters, manuscripts, and other archival materials are examples of
works that may be unpublished.

In 1994 the House Subcommittee on Courts and Intellectual Prop-
erty adopted in a nonlegislative report certain fair use guidelines
for educators and students, a result of the Conference on Fair Use
(CONFU). Under these guidelines, educational institutions could digi-
tize images not readily available for purchase or license at a fair price.
The guidelines would not permit the reproduction and publishing of
the images, however. Copyrighted books and other media could be
stored for nonlinear retrieval, but there would be limitations both on
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the percentages of the works that might be stored and on the duration
of storage. These guidelines do not enjoy a consensus of support,
though, and they are not the law.

Requesting Permission

Written permission to reproduce copyrighted materials should be
obtained if there is a question whether the use is fair. Litigating a fair
use question can be enormously expensive since the courts have to
examine in detail each of the four factors stated in 2.1.13. A defendant
found to have infringed a copyright may be liable for damages (see
2.1.15). An author should allow a substantial amount of time for
obtaining permission. It is not a defense against an infringement-of-
copyright claim that there was insufficient time to obtain permission
or that the publisher failed to respond to an inquiry about permission.
A request for permission should specify the full extent of the material
intended to be used as well as particulars of the use, including the type
of publication in which the material would appear. The name of the
publisher, the date of publication, and the price of the projected work
are helpful in a permission request if they are known. (Sample permis-
sion requests appear on pp. 31-32.)

Damages for Copyright Infringement

A variety of remedies are available to someone whose copyright has
been infringed. A court may issue an injunction to prevent or restrain
the infringement. While infringement litigation is pending, the court
may also order the impounding of copies made in violation of the
copyright owner’s rights as well as all plates and production materials
from which copies could be reproduced. In addition, an infringer is
liable for the actual damages that the copyright owner suffered as a
result of the infringement and for profits the infringer made from the
infringement. However, not all copyright owners whose rights have
been infringed can prove that they suffered damages, and not all
infringers make profits. The Copyright Act gives the owner the right to
elect statutory damages instead of actual damages and profits. For
each work, statutory damages consist of not less than $200 or more
than $20,000 when the court finds that the infringer had no reason to
believe that the acts committed were infringing and not less than $500
or more than $100,000 when the court finds that the infringement was
willful. The court determines the exact amount.

In addition to damages, the court may at its discretion award the
copyright owner reasonable attorney’s fees and other costs of bringing
the action. An unsuccessful plaintiff in an infringement action may
have to pay the defendant’s costs and attorney’s fees. No award of
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statutory damages or attorney’s fees may be made for an infringement
of an unpublished work that began before copyright registration or for
an infringement of a published work that began before the effective
date of registration unless registration was made within three months
after first publication of the work. (On registration, see 2.1.8.) The
award of attorney’s fees may be less than the amount actually charged
by the attorney, who is not bound by the award to reduce the fee.

The term plagiarism is not used in the Copyright Act. Plagiarism
brings a moral stigma and penalties in institutions, but it is legally
punishable only to the extent that it qualifies as copyright infringe-
ment. (On plagiarism, see 6.1.)

International Copyright

For the first one hundred years of American history, the United States
was a copyright piracy center, extending no copyright protection to
foreigners. Starting in 1891, foreigners were permitted to obtain some
copyright rights in the United States by complying with formalities
more onerous than the present ones. At the same time the United
States began to negotiate with individual countries bilateral treaties
affecting copyright. These treaties continued until 1955, when the
United States joined a multinational copyright convention it had pro-
posed, the Universal Copyright Convention, called the UCC. It is from
this treaty that the copyright world acquired the symbol © as a part
of the notice claiming copyright. Previously United States publishers
had attempted to secure Berne Convention rights for their works by
the so-called back door to Berne, because the United States did
not belong to this century-old convention. The Berne Convention,
which affords a high level of protection, covers works first or simulta-
neously published in a Berne member country. As a result, it became
common practice for United States publishers to publish their books
simultaneously in the United States and Canada, a member of the
Berne Convention.

The United States joined the Berne Convention in 1988. Since
Berne standards require no formalities, Congress was required to
amend the Copyright Act to exempt Berne claimants from procedures
such as notice, registration, and deposit. This accession to Berne
afforded protection in the United States for works from member coun-
tries and protected works of United States origin in those countries,
more numerous than the membership of the UCC, without resort to
the problematic back door to Berne. Subsequently, the United States
signed the Agreement on Trade-Related Aspects of Intellectual Prop-
erty Rights (TRIPS), which required the restoration of certain foreign
copyrights that were in the public domain in the United States but
were protected in a country of origin belonging to Berne. This obliga-
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tion was implemented by the enactment in 1994 of the Uruguay
Round Agreements Act. The initial restoration was effective 1 January
1996.

The laws of many European countries, especially France, recog-
nize a series of moral rights of authors, such as the right to claim
authorship of one’s work, the right to prevent others from using one’s
work or name in a manner that harms one’s reputation as an author,
and the right to prevent distortion of one’s work. An author may
retain these moral rights even after transferring all economic rights in
a copyright to another party. The Berne Convention expressly recog-
nizes some moral rights—for example, the rights to claim authorship
and to prevent distortion or other modification of the work. United
States law extends Berne Convention moral rights to works of visual
art, though not to works of other kinds. Still, for any work, claims of
severe distortion may be actionable under state laws as defamation or
on other grounds.

Copyright and Computer Networks

The Copyright Act of 1976 makes allowances for new technology but
does not contain specific provisions dealing with computer networks.
The growth of such networks has created some difficult legal prob-
lems. Users require guidance on the rights and liabilities of those who
upload copyrighted material onto a network or who download it from
the network and make a copy of it and on the liability of the network
for transmitting the copyrighted work. There have been few court
cases to date concerning computer networks and copyright, and none
of them has reached the United States Supreme Court. Until the
Supreme Court has ruled on these issues, the law is unsettled, and dif-
ferent federal courts of appeal might even reach different decisions on
the same issue.

In MAI Systems Corp. v. Peak Computer, Inc., the United States Court
of Appeals for the Ninth Circuit found in 1993 that copying within the
scope of the Copyright Act occurs when a computer program is trans-
ferred from permanent storage to a computer’s random-access mem-
ory. The court held that when a service company that maintained
computer software turned on its customer’s computer at the cus-
tomer’s office using licensed software, a copyright infringement was
committed. The court noted that the copyright license for the software
permitted use by the licensee only for its own information and did not
permit use or copying by others. A basic rule of copyright law, estab-
lished before the advent of computer networks—that any exceeding of
a copyright license by the licensee is an infringement—was found to
hold in this case.

In a district-court case (Playboy Enterprises, Inc., v. Frena), operation
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of a subscription computer bulletin-board service through which a
subscriber distributed copyrighted photographs was held an infringe-
ment of copyright by the operator even though the subscriber
uploaded the copyrighted material without the operator’s knowledge.
The court found that the uploading violated two exclusive rights of
the copyright owner—the rights of public display and of public distri-
bution. Violation of either right was sufficient to be infringement.

Many copyright experts believe that transmission over computer
networks is a right that should belong exclusively to the copyright
proprietor. Until Congress or the Supreme Court clarifies the applica-
bility of copyright law to online materials or changes the law, it is
prudent to apply the existing principles of the law. The original
expression, though not the ideas, contained in works found on the
Internet should usually be considered not available for use without
permission, except for fair use.

PUBLISHING CONTRACTS

221

Books

The most common form of license by which exclusive rights under a
copyright are transferred is the contract between author and publisher
for publication of a book. Authors of scholarly books and textbooks
usually negotiate their own contracts with publishers, whereas authors
of trade books are commonly represented by agents. The subjects that
must be covered by a publication contract are the grant, the term, the
compensation, the acceptability of the manuscript, the correction
of proofs, the index, warranties and indemnities, permissions, the
publisher’s agreement to publish the work, and subsidiary rights and
payments for them. Other subjects covered may be revisions and sub-
sequent editions, out-of-print provisions, competing publications, an
option on the author’s next work, and the publisher’s termination of
the contract. A brief explanation of these subjects follows.

Grant. The contract for a scholarly book or textbook normally asks the
author to transfer the copyright to the publisher, although there is no
legal requirement that the author do so. Since publishers cannot accept
competition on the same work, most contracts contain a grant of exclu-
sive rights to publish the work in book form. The contract usually 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, forms (e.g., clothbound, paperbound), and media (e.g.,
print, electronic) throughout the world. As copyright owner or exclu-
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sive licensee, the publisher takes on the responsibility of not only filing
the proper forms with the Copyright Office and paying the appropri-
ate fee but also guarding against unauthorized use of the work, negoti-
ating subsidiary rights, and looking after administrative work related
to licensing (e.g., receiving and responding to requests for permission,
setting and collecting fees).

Term. The publisher customarily requests as a term the life of the
copyright and any renewals or extensions thereof, including exten-
sions provided for by future legislation.

Compensation. Compensation to the author may take the form of roy-
alties, based on a percentage of sales. Not all publishers offer royalties,
and when they do, rates very considerably. Customary rates range
from five to fifteen percent. For scholarly books, the rate may be based
on the publisher’s net receipts from sales, while trade book royalties
are often based on the publisher’s suggested retail price. The royalty
offered on a clothbound edition of a book may be higher than that
offered on a paperbound edition. In addition, while some publishers
pay the same rate for all copies sold, others use a sliding scale, paying
a higher royalty after certain numbers of copies have been sold (e.g.,
eight percent on the first one thousand clothbound copies sold and ten
percent thereafter). For a book with multiple authors, the publisher
may divide the royalties among the authors or pay honoraria in lieu of
royalties.

The author may receive an advance against royalties, a fixed sum
paid before the publication of the book. The publisher deducts the
advance from the first royalties due. The author should ensure that an
advance is nonreturnable so that if the book does not earn sufficient
royalties to cover the advance, the author is not responsible for repay-
ing the publisher. No royalty is paid for works made for hire, but a
fixed fee may be paid. Royalty reports should be required once a year
for scholarly books and twice a year for trade books. The statement
reporting the sales or revenues and computing the royalties for each
period precedes or accompanies the check from the publisher to the
author. The contract may state that if the royalties for a period fall
below a certain amount (e.g., twenty-five dollars), the publisher will
hold the sum over until the royalty account reaches the minimum fig-
ure. Authors are also commonly given a number of free copies of the
book and the opportunity to purchase additional copies at a reduced
price.

Acceptability of the Manuscript. The author normally agrees to
deliver a manuscript of a specified length, often together with such

supplements as “illustrations, maps, and charts” (typically qualified as
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“camera-ready” or “reproducible without redrawing”), in a specified
form (e.g., on computer disks as well as in hard copy) or a specified
number of legible copies, on or before a certain date, “time being of the
essence.” (The latter phrase enables the publisher to cancel the con-
tract and to retrieve any advance against royalties if the author does
not deliver the manuscript by the date specified.) Publishers contract
for an acceptable literary property, not labor and services. Hence the
contract also specifies that the work must be acceptable to the pub-
lisher, unless the work is already written before the signing of the con-
tract (and even then the contract form may contain such a clause).
Much litigation has arisen over the meaning of the term acceptable.

Correction of Proofs. The author will be required to correct proofs
within a reasonable time and to share the cost of large changes to the
proofs other than corrections of printer’s (typesetter’s) errors. The
author normally further agrees that the publisher may proceed to pub-
lish the manuscript if the author does not return the proofs at a speci-
fied time. 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.

Index. Authors are usually required to provide an index for the book,
preparing it themselves or having it prepared at their expense, within
a stated number of days after receiving page proofs from the pub-
lisher. The contract normally provides 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.

Warranties and Indemnities. The author is typically asked to warrant
that the work is original, that the author is the sole author and has full
power to make the agreement, that the work has not been published
previously, and that it is not the subject of any other publishing agree-
ment. In addition, the author is asked to warrant that the work violates
neither the rights of third parties nor the law. There are frequently
specific warranties with respect to copyright infringement, libel, and
invasion of privacy. There may also be included a warranty that proce-
dures or other matters that the author advises the reader to do or use
are not injurious. The contract requires the author to indemnify the
publisher against loss from the author’s breach of the warranties and
to pay reasonable attorney’s fees expended by the publisher in defense
of the book.

Permissions. The publisher expects the author to obtain written per-
mission to use any copyrighted material included in the book, usually
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requiring the author to furnish a copy of each permission to the

publisher (see 1.3). If there is a question whether the use of copy-
righted material is a fair use, the publisher often requires permission.

Publisher’s Agreement to Publish the Work. The publisher typically
agrees to publish the manuscript in “such manner and style” as
the publisher deems “best.” The agreement to publish thus makes the
publisher the final arbiter of the appropriate design and content of the
book and normally gives the publisher the sole right to set the price of
the work. Some publishers stipulate an outside date for publication,
measured from the signing of the contract.

Subsidiary Rights and Payments. All the rights in other publication
forms and media granted by the author to the publisher should be
stated in the contract, and the division of proceeds that result from
such rights should be specified. Subsidiary rights usually include co-
publication by a foreign English-language publisher; translations;
republications of parts of the work by other publishers in periodicals,
anthologies, and electronic databases; and classroom photocopying of
a portion of the work. Often the publisher agrees to split equally with
the author proceeds from licensing of subsidiary rights.

Revisions and Subsequent Editions. A revision clause is important to
a publisher for certain scholarly and trade books and for all textbooks.
The contract may provide that the publisher, when planning, for
example, a new edition of the work, may obtain revisions from a third-
party expert if the author refuses to make them or disagrees about
their necessity and that the cost will be deducted from the author’s
royalties. The contract should provide that the original author and the
revising author be given separate credits.

Out-of-Print Provisions. When an author retains the copyrightin a
work that has gone out of print, many contracts contain a provision
permitting the author to recapture publishing rights from the pub-
lisher if, after written notice and the elapse of a reasonable time, usu-
ally six to nine months, the publisher fails to reprint the book. Once
rights have reverted to the author, they may be licensed to another
publisher. However, the first publisher’s failure to discern a sufficient
demand for the book to justify keeping it in print suggests that a sec-
ond publishing license may be difficult to achieve.

Competing Publications. Many publishing contracts contain a provi-
sion restricting the author from writing, editing, or contributing to a
competing publication. The problem with such a provision is that a
precise definition of a competing publication is difficult to frame and
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an overbroad definition is unfair to the author. When an author writes
exclusively within a particular field of scholarship, such a clause can
hamper all the author’s future writing projects. Even in the absence of
such a provision, the author makes an implied promise not to deprive
the publisher of the benefits of the contract. Writing a second book that
captured all or part of the publisher’s market for the first book would
breach this promise.

Option. Contracts for many trade books and for some scholarly books
contain a provision granting the publisher some form of option on the
author’s next work. An option that defines the author’s compensation
for the next book deprives the author of the opportunity of gaining a
greater royalty if the current work is successful. If possible, therefore,
authors should negotiate to delete terms specifying compensation for
future work or to limit the option to a right of negotiation rather than
to specific terms.

Termination of the Contract. Many contracts give the publisher the
right to terminate the contract after a stated number of years following
publication of the work, often stipulating that the author then be
allowed 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.

Any negotiations over specific provisions of the contract usually
take place before the publisher draws up a final contract. Authors
whose books generate significant income and numerous requests for
subsidiary rights frequently hire lawyers or agents to negotiate and
review contracts.

Journal Articles and Contributions to Edited Works

The agreement covering publication of a journal article or a contribu-
tion to an edited work may be a formal contract or a letter of agree-
ment. The publisher often requires an assignment of the copyright to
itself. The transfer of copyright allows the publisher to publish and
republish the work and to license other uses of it, such as classroom
photocopying, translation, and republication in print or electronic
forms by others. In return for transfer of copyright, the publisher may
grant the author the right to republish the article in any work of which
the author is the author or editor, as long as proper credit is given in
the new publication. In addition, the publisher may agree to share
with the author any fees received from licenses to republish, translate,
or photocopy the article. If there is no written transfer of copyright, the
publisher acquires from the agreement only the privileges of publish-
ing the article in the journal or collection, of reprinting it, and of
including it in compilations.
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In the typical formal contract for publishing an article, the author
warrants that the manuscript is new, original, and unpublished and
that it does not violate the copyright or another right of any person or
entity. Commonly the publisher agrees to publish the work and to
allow the author an opportunity to review the copyedited manuscript
or to correct proofs (or both), and the author agrees to obtain any per-
missions needed for the reproduction of material from other sources,
to pay fees related to those permissions, and to read and return the
copyedited manuscript or proofs by a reasonable date set by the pub-
lisher. (On fair use and permissions, see 2.1.13-14.)

Authors rarely receive royalities or fees from the original publica-
tion of a journal article but may be given free reprints of the contribu-
tion, extra copies of the issue, or a year’s subscription to the journal, or
there may be no compensation. For a contribution to a book, compen-
sation may take the form of a single payment or free books.

DEFAMATION

2.3.1

Libel

The tort of defamation had been recognized and remedied by English
law for hundreds of years before the American Revolution. The con-
cepts underlying the English common law of defamation were taken
into American common law early in American history. With the excep-
tion of federal decisions in the second half of the twentieth century to
protect the freedom of the press guaranteed by the First Amendment
to the United States Constitution, there has been little change in the
law of defamation since the eighteenth century.

In law defamation is a published false statement of fact about
a living person that exposes the person to public hatred, ridicule,
contempt, or disgrace, induces an evil opinion of the person in the
minds of others, or deprives the person of friendly relations in society.
Defamation has traditionally been divided into two branches—slan-
der, or oral defamation, and libel, or written defamation. With the
prominence of the broadcast media, the distinction between these two
branches of defamation has become confused. Legal treatises have
commented on the difficulty of distinguishing between slander and
libel. In this chapter, only libel (written defamation) will be discussed.
Not all false statements about a person are libelous. False statements
that are merely annoying or unpleasant or that subject someone only
to jests that hurt feelings are not defamatory and therefore are not
legally actionable, even if the statements include words of abuse and
epithets.
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Libel has been divided by the state courts into two categories—
libel per se and libel per quod. Words that are actionable per se are
assumed to injure reputation by their very nature. Language that is
libelous per se has been delimited by judicial decisions over the years.
Libel per se includes, for instance, statements that a person is guilty of
a criminal offense involving moral turpitude or disgrace, but not those
asserting other violations of law. For example, allegations of speeding
would not be libelous per se, but those of hit-and-run driving would
be. Another example of libel per se is the claim that someone currently
has a loathsome disease, such as leprosy or a sexually transmitted dis-
ease. Statements concerning disease in the past, implying that it has
been cured, are not actionable per se.

Allegations of sexual misconduct, particularly against women,
have traditionally been considered libels per se. Statements about sex-
ual behavior that fall short of asserting sexual misconduct (such as a
charge of having posed in the nude) may not be found libelous per se.
As social standards and attitudes have changed, the same allegations
that were once libelous per se primarily against women have also in
recent decisions been found to be libelous per se against men. Ques-
tions of sexual libel are still not treated identically for men and women,
however. Statements charging that someone is insolvent or bankrupt
also fall into the category of libel per se. However, criticism of legal
business practices, such as failure to pay a debt, is not libelous per se.
Unproved statements alleging incompetence in a business or profes-
sion are usually found to be libelous per se, as are statements charging
dishonest business practices. By contrast, a statement that a person
made a serious mistake in a business or profession is not libelous per
se and may not be defamatory at all. The same rules about business
libels apply to corporations as well as to individuals.

When a plaintiff successfully proves libel per se, it is usually pre-
sumed that the plaintiff was damaged. Consequently, the plaintiff’s
burden of proof is lightened. The exact parameters of libel rules can
vary from state to state because libel is governed by state law.

Under common law, libel per quod was language that was not
actionable as libel without an explanation of extrinsic facts. The plain-
tiff had to prove the extrinsic facts to succeed with the case. The appli-
cation of this rule varies from state to state. An example of libel per
quod would be a statement that a person had been president of a
named corporation, when proof could be obtained elsewhere that the
former president of that corporation was convicted of theft of its
assets.
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Opinion

Statements of pure opinion are not actionable no matter how offensive
they are. This follows from the definition of defamation as a false state-
ment of fact. However, an opinion that would be libelous if an asser-
tion of fact and that is accompanied by an implication that it is based
on undisclosed facts is actionable. Thus, when writing an unflattering
opinion, an author should be careful to set forth the facts on which it is
based. Rhetoric and hyperbole are closely related to pure opinion and,
in the absence of other factors, are not actionable. It is therefore safer to
express a harsh judgment or conclusion in the form of hyperbole than
as an unsupported statement of fact.

The determination whether an offensive statement is opinion
rather than an allegation of fact is a frequent subject of judicial opin-
ions. The determination is based on what an average person reading
the statement would understand it to mean. This judgment, difficult at
best, is largely a question of the context in which the statement is
made. The context in which offensive words appear can alter their sta-
tus from opinion to fact. For example, words that might be regarded as
opinion or rhetoric and not be actionable if uttered in the heat of a dis-
pute could be found to be a statement of fact and therefore actionable
if appearing in a book based on research. Verbal qualifications can shift
a statement from fact to opinion. A writer without conclusive proof of
an offensive statement should not hesitate to say that the statement is
the writer’s opinion or belief instead of propounding it as factual.
Nonetheless, a court may not be bound by qualifying language in
extreme cases, such as the accusation of a heinous crime. The type of
writing may also make a difference. Offensive language appearing in
reviews or humorous writing is likely to be found to be protected
opinion. There would be no purpose to such writing if unfavorable
comment could not be made. Indeed, one who appears in a public per-
formance, writes a book, or opens a restaurant may even be deemed to
have consented to a review, no matter how unfavorable. Not only is
such work protected by the common law of most states, but some
courts have found it to be constitutionally protected as well.

Truth as Defense

Truth is a complete defense in all actions for libel. However, belief in
the truth of an offending statement is different from the ability to
prove the truth of such a statement. Government records and believ-
able witnesses with pertinent knowledge are the best proofs of truth.
Many publishers are willing to accept a potentially offensive statement
as true if it appeared in a publication with a large circulation and if no
rebuttal is known to have been made. Nonetheless, such a precedent is
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not proof of truth; it would at most mitigate damages if an author who
repeated the statement lost an action for libel. The judge or jury would
have to consider whether it was the prior publication, as well as
the author’s repetition, that injured the plaintiff’s reputation. Publish-
ers may still be justified in refusing to publish such material, since
damages are not always mitigated on these grounds and since a libel
action carries expenses and risks besides damages, such as the costs of
defense. The defense of truth is further complicated because although
in some states a plaintiff may be required to prove that an offensive
statement is false, in other states the statement may be presumed false
without proof. In the latter case, the defendant has the burden of prov-
ing the truth of the potentially libelous statement.

Actual Malice

State libel law has not changed much in the last two hundred years. In
1964, however, the United States Supreme Court, deciding the case
New York Times Co. v. Sullivan, drastically altered the law of libel about
persons involved in public matters. The court was asked for the first
time the extent to which the United States Constitution limits the
power of the states to award libel damages to public officials. In this
case, L. B. Sullivan, a public official in Montgomery, Alabama, brought
a libel action against the New York Times for publication of a political
advertisement in support of Martin Luther King, Jr., and placed by a
group advocating civil rights in the South. The advertisement, which
did not mention Sullivan by name, charged that civil rights were being
abridged in the South and specifically referred to actions of public
officials in Montgomery. It contained some errors of fact. A jury
awarded Sullivan $500,000, and the Alabama Supreme Court affirmed
the award. The United States Supreme Court, on appeal, held unani-
mously that the First Amendment to the Constitution bars any award
to a public official for defamatory statements unless the statements
were made with what the court called “actual malice,” defined by the
court as reckless disregard of the truth or as knowledge that the mate-
rial published was false. As a result of the Sullivan case, a public official
claiming to have been libeled by statements in a publication protected
by the First Amendment has to prove both that the statements are false
and that the defendant published them with actual malice—that is, in
reckless disregard of the truth or with knowledge of their falsity.

In 1967 the Supreme Court decided two cases that expanded the
protections of the Sullivan case to statements about public figures who
were not officials. In Curtis Publishing Co. v. Butts, a nationally known
football coach and athletic director charged the Saturday Evening Post
with libeling him because it printed an article accusing him of fixing a
football game. The Supreme Court again applied the protection of the
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First Amendment and the actual-malice standard. The court found the
magazine’s investigative practices so bad as to constitute actual malice
and permitted recovery for libel, but it also clarified that the rule of the
Sullivan case applied to public figures who were not public officials. In
the second case, Beckley Newspapers Corp. v. Hanks, the Supreme Court
made it clear that publication with a bad or corrupt motive or out of
personal spite did not constitute actual malice under the standard of
the Sullivan case. Rather, the publication had to have been made with
knowledge that the material was false or with reckless disregard of the
truth.

Despite the expansion of the actual-malice standard established in
the Sullivan case, plaintiffs who are public figures have sometimes
been able to prove actual malice and to recover damages for libel. Fur-
ther, the Supreme Court has held that as long as states do not impose
liability for defamation without fault, they may define appropriate
standards for liability for publication of defamatory material about
individuals who are not public figures. Consequently, great care in
research and writing is still required. The key to liability for defama-
tion of private individuals, which may vary from state to state, is usu-
ally neglect of the procedures of reporting that a prudent journalist or
scholar would follow.

To be able to counter accusations of recklessness or negligence, a
prudent author should retain careful notes, tapes of interviews, copies
of documents in support of contentions made in writing, and copies of
reports making the same charges that the author intends to make.
Someone who suspects the possibility of defamation in an upcoming
publication may ask to see an author’s work before publication. The
author should discuss such a request with the prospective publisher.
It is customary to refuse such a request unless the person making it
will provide the author with important facts or material otherwise
unavailable.

RIGHT OF PRIVACY

241

Emergence of Privacy Law

Unlike copyright and defamation, the law of privacy is a development
of the twentieth century. In 1890 Samuel D. Warren and Louis D. Bran-
deis, later a justice of the United States Supreme Court, wrote an arti-
cle entitled “The Right to Privacy” (Harvard Law Review 4 [1890]),
which called for the law to recognize the right of anyone to be let
alone. In an early privacy case (Roberson v. Rochester Folding Box Co.),
involving the use of the plaintiff’s likeness in an advertisement for a
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product, New York’s highest court held in 1902 that the right of pri-
vacy did not exist in New York in common law or equity. In response
to this decision, the New York legislature enacted in 1909 a limited
statutory right of privacy that made it a misdemeanor to use the name,
portrait, or picture of any living person without permission for adver-
tising or purposes of trade. The New York legislature has resisted
adding any further provisions regarding the circumstances actionable
as invasion of privacy. Most states proceeded to recognize the right of
privacy by statute or case decision in four respects:

1. Unreasonable intrusion on the seclusion of others

2. Appropriation of another’s name or likeness without permission
for advertising or purposes of trade

3. Unreasonable publicity of another’s private life

4. Publicity placing another in a false light

Since invasion of privacy is a relatively new legal concept, it would be
unrealistic to assume that the four categories stated above will always
be the only types of actionable privacy torts. Moreover, not every state
recognizes all four categories of invasion of privacy as legally action-
able; New York, for example, recognizes only the second category.
Other states have recognized all the types of invasion of privacy but
by judicial decision rather than by statute.

Unreasonable Publicity of Private Life

In many states, publication of private facts about someone who is not
of public concern is considered an invasion of privacy. Although exist-
ing cases in this area involve disclosure in the mass media, it is not
impossible that publication to a limited audience, such as the readers
of a scholarly book or journal, may be actionable. The facts disclosed
must be private, however, to be the basis for an action. When they are
in the public record, even if not widely known, there is no invasion of
privacy. According to some commentators, the publicized facts must
be very offensive to reasonable people. There has been little guidance
from the United States Supreme Court concerning this type of inva-
sion of privacy.

Publicity Placing Another in a False Light

Publicity that places the person who is its subject in a false light is
an actionable invasion of privacy. This tort seems to be nothing more
than a variant form of defamation. To clarify the false-light tort, courts
and commentators have added the requirements that the publicity
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be highly offensive and that the person creating it acted in reckless
disregard of the truth or with knowledge of the falsity of the publicity.
When there is significant misrepresentation of fact or outright fiction-
alization, the publicity is clearly actionable. Omission of important
facts can also contribute to a false-light claim. Not all states recognize
false light as an actionable invasion of privacy, but this area of law is
still developing. It is thus unwise to place someone in a false light.
Another reason to avoid false-light characterizations is that it is diffi-
cult to determine which state law could apply, since a plaintiff may
make a claim under the law of the state in which the plaintiff lives at
the time of publication.

Consent as Defense

For a defendant in an action of invasion of privacy, proof that the
plaintiff consented to the invasion is a complete defense. Some states
require that the consent be in writing. Many users of material that may
invade privacy, including publishers, require before publication writ-
ten consent forms from those who are subjects of the material. State
laws that recognize consent as a defense against an invasion-of-
privacy claim may base this recognition on the existence of a contract.
To be enforceable, however, such a contract requires a payment of
money or of something else valuable. A consent form given without
consideration is revocable at will and could be revoked after substan-
tial funds have been expended on the project. Therefore, publishers
and other producers may require both a recitation of consideration in
the consent form and a payment to the subject signing the consent.

FURTHER GUIDANCE

PUBLICATIONS OF THE COPYRIGHT OFFICE

The following publications are available from the Copyright Office,
Library of Congress, 101 Independence Ave., SE, Washington, DC
20559. Most of them can be read on the Internet (http://lcweb.loc
.gov/copyright/circs/).

Copyright Basics. Circular 1.

Copyright Notice. Circular 3.

Extension of Copyright Terms. Circular 15t.

International Copyright Relations of the United States. Circular 38a.

Renewal of Copyright. Circular 15.

Reproduction of Copyrighted Works by Educators and Librarians. Circular 21.
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AUDIENCE, GENRE, AND THE CONVENTIONS
OF SCHOLARSHIP

3.2

Scholarly writing takes various shapes and forms, depending on genre
(e.g., research article, book review) and audience. An accurate assess-
ment of your intended audience will help you answer many of the for-
mal 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 minimum and give only in
English translation any quotations from works originally written in
other languages; for somewhat more knowledgeable readers, such as
those for an article in a periodical like the American Scholar, you might
mention sources, either in the text or in a bibliography, and offer occa-
sional words and phrases in another language, along with English
translations; but a scholarly audience expects full and precise docu-
mentation and quotations in the original language (with translation
subordinated, if provided at all).

This book assumes a scholarly audience and presents recom-
mended guidelines for scholarly publication. At times you may need
to or choose to consider variations of these guidelines, but since con-
ventions by definition are general agreements about basic principles
and since conventional practices are readily understood by others,
most scholars do not depart from such guidelines without weighing
advantages against disadvantages.

In some situations, departures from convention result in greater
clarity or enable you to meet the needs of a particular audience. Nor-
mally, you should alter established practices only by expanding them
—for instance, by giving publishers’ names in full or by not using
abbreviations. Where conventions do not exist or are not firmly estab-
lished, 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 collections)
addressed to other scholars. Publishers usually allow more latitude for
books; some types of manuscripts, such as scholarly editions and ref-
erence works, often require special practices.

LANGUAGE AND STYLE

Whereas conventions govern such matters as documentation and for-
mat of scholarly manuscripts, there are no special directives for prose
style. Scholars usually aim for the qualities that distinguish all effec-
tive expository prose. (The works listed in 3.12 provide guidance.)
Like most other authors of nonfiction prose, scholars generally work
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toward writing that is direct and clear, organized and coherent, lively
and persuasive. In presenting arguments, they strive for fairness and
balance while maintaining clarity and focus. In addition, the scholarly
authors who have been most influential over a long period have usu-
ally conveyed their ideas without jargon, which presumes a closed
audience, seeking instead terminology comprehensible to a wide range
of educated readers, no matter how complex the subject.

Careful writers do not use language that implies unsubstantiated
or irrelevant generalizations about such personal qualities as age, eco-
nomic class, ethnicity, political or religious belief, race, sex, or sexual
orientation. Many journals and book publishers have strong editorial
policies concerning the avoidance of such language. Since 1981, for
example, PMLA’s statement of editorial policy has urged “its contribu-
tors to be sensitive to the social implications of language and to seek
wording free of discriminatory overtones.”

Discussions and statements about nondiscriminatory language
have generally focused on wording that could be labeled sexist. For
example, many writers no longer use i, him, or his to express a mean-
ing that includes women as well as men. The use of she, her, and hers to
refer to a person of no particular sex is not a widely accepted alterna-
tive. Both usages can be distracting and momentarily confusing. They
can often be avoided through revision that recasts the sentence into the
plural or that eliminates the pronoun altogether. Another technique is
to make the discussion refer to a person who is identified, so that there
is a reason to use a specific singular pronoun. He or she as subject, her
or his as possessive, and her or him as object are cumbersome alterna-
tives to be used sparingly. Many authors now also avoid terms that
unnecessarily integrate a person’s sex with a job or role. For instance,
anchorman, policewoman, stewardess, and poetess are commonly replaced
with anchor, police officer, flight attendant, and poet, which can apply to
both men and women. For advice on current practices, see the guides
to nonsexist language listed in 3.12.

Effective scholarly writing, then, depends on clarity and reada-
bility as well as on content. The organization and development of
ideas, unity and coherence of presentation, and fitness of sentence
structure, grammar, and diction are all essential considerations, as is
the correctness of the mechanics of writing—capitalization, punctua-
tion, spelling, and so on. Although the scope of this book precludes a
detailed discussion of grammar, usage, and related aspects of writ-
ing, the sections that follow address mechanical questions scholarly
authors encounter in their writing: spelling, punctuation, italics (under-
lining), names of persons, capitalization, titles of works, quotations,
numbers, and transliteration and romanization.
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SPELLING

3.3.1

B2

3.3.3

3.3.4

Consistency and Choice of Spelling

Spelling, including hyphenation, should be consistent throughout the
manuscript—except in quotations, which must retain the spelling of
the original, whether correct or incorrect. To ensure accuracy and con-
sistency, always use a single widely recognized authority for spelling,
such as Merriam-Webster's Collegiate Dictionary or, if the word is not
listed there, Webster’s Third New International Dictionary. Other stan-
dard dictionaries are The American Heritage Dictionary and Random
House Dictionary of the American Language.

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 neces-
sary deviations from this practice—for example, a variant commonly
used in your discipline.

Word Division

Dividing words at the ends of lines makes the manuscript less read-
able and can cause typesetting errors. If a word will not fit on a line,
leave the line short and begin the word on the next line. The “word-
wrap” feature of word-processing programs performs this operation
automatically, provided that any automatic-hyphenation option is
turned off. If you choose to divide a word, consult your dictionary
about where the break should occur.

Plurals

The plurals of English words are generally formed by adding the suf-
fix -s or -es (laws, taxes), with several exceptions (e.g., children, halves,
mice, sons-in-law, bison). The tendency in American English is to form
the plurals of words naturalized from other languages in the standard
manner. The plurals librettos and formulas are therefore now more com-
mon in American English than libretti and formulae. But some adopted
words, like alumni and phenomena, retain the original plurals. Consult a
dictionary for guidance. If the dictionary gives more than one plural
form for a word (appendixes, appendices) use the first listed. (See 3.4.7
for plurals of letters and for possessive forms of plurals.)

Accents

In quoting, reproduce all accents and other diacritical marks exactly as
they appear in the original. Handwrite marks that your word proces-
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sor or typewriter lacks. Accented letters do not always retain the
accent mark when capitalized (the accent in the French word école 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 (Ecole).
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.

Diaereses

In German words the diaeresis, not ¢, should be used for the umlaut (i,
d, ii rather than ae, o¢, ue), even for initial capitals (Uber). But common
usage must be observed for names: Gotz, but Goethe. In alphabetizing
such words, Germanists treat an umlauted vowel as if the letter were
followed by an ¢; thus Gotz would be alphabetized as Goetz and would
precede Gott in an alphabetical listing. Nonspecialists, however, and
many libraries in English-speaking countries alphabetize such words
without regard to the diaeresis.

Ligatures and Other Special Characters

A ligature is a combination of letters that is united in print: @ and £ in
Danish, Norwegian, and Old English; @ and (E in French; and f in
German. When addressing a specialist audience, you should repro-
duce these characters in your manuscript, through your word pro-
cessor or by hand notation, if they appear in the source you are
duplicating. When addressing a general readership, you may omit the
connection between letters (ae, Ae, oe, Oe, ss). Other special characters
—for example, Old English and Middle English letters that are not
used in modern English—should be reproduced from the source
regardless of your audience.

PUNCTUATION

3.4.1

Purpose of Punctuation

The primary purpose of punctuation is to ensure the clarity and read-
ability of writing. Punctuation clarifies sentence structure, separating
some words and grouping others. It adds meaning to written words
and guides the understanding of readers as they move through sen-

Most of the usage examples in 3.4-5 are quotations or adaptations of quotations. The
sources are listed on pages 311-13.
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tences. The rules set forth here cover many of the situations common
in scholarly writing. For the punctuation of quotations in the text, see
3.9.7. For the punctuation of parenthetical references and bibliogra-
phies, see chapters 6 and 7. See also the individual listings in the index
for specific punctuation marks.

3.4.2 Commas

a. Use a comma before a coordinating conjunction (and, but, for,
nor, or, yet, or so) joining independent clauses in a sentence.

Synonyms have a basic similarity of meaning, but at the

margins they can differ greatly.

Inexpensive examples of literary annuals still turn up
in secondhand stores, for the craze leaped the
Atlantic, and the books became as popular in the United

States as in England.

b. Use commas to separate words, phrases, and clauses in a series.

WORDS

Priests, conjurers, magicians, and shamans have long
known the importance of using words correctly in

prayers, petitions, hexes, and incantations.

PHRASES

To some writers the computer is a subtle saboteur,
subverting their intentions, reconstituting their
words, and redirecting their attention to the layout of

the page.

CLAUSES

Originally the plantations were rather small, there
were fewer slaves than colonists, and social
discrimination was less harsh than in the eighteenth

century.

But use semicolons when items in a series have internal commas.

Perhaps the most ambitious English-language poem of

the decolonized Third World, Walcott’s Omeros fills
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hundreds of pages with rolling hexameters in terza
rima; alludes abundantly to Homer, James Joyce, and
Aimé Césaire; and ranges historically from
precolonial Africa to contemporary Ireland and Saint

Lucia.

c. Use a comma between coordinate adjectives—that is, adjectives
that separately modify the same noun.

For men, heroism was usually described as bravery and
the active, successful overcoming of adversity. (The

adjectives active and successful each modify overcoming.)

But note:

The dialogue soon reveals the reason for her mysterious
daily sojourns there. (The adjective mysterious modifies daily
sojourns.)

d. Use commas to set off a parenthetical comment, or an aside, if
it is brief and closely related to the rest of the sentence. (For punctua-
tion of longer, more intrusive, or more complex parenthetical ele-
ments, see 3.4.5.)

A title or a headline, for instance, functions as a
signal and determines our approach to the ensuing
text.

It is not, I submit, about the body at all.

e. Use commas to set off a nonrestrictive modifier—that is, a mod-
ifier that is not essential to the meaning of the sentence. A nonrestric-
tive modifier, unlike a restrictive one, could be dropped without
changing the main sense of the sentence. Modifiers in the following
three categories are either nonrestrictive or restrictive. (For the use
of parentheses and dashes around complex nonrestrictive modifiers,
see 3.4.5b.)

Words in apposition

NONRESTRICTIVE

Baron Frangois-Pascal-Simon Gérard, court painter to
Louis XVIII, made Duras’s heroine the subject of a

painting.

68



BASICS OF SCHOLARLY WRITING 3.4.2

RESTRICTIVE

The painter Baron Frangois-Pascal-Simon Gérard made

Duras’s heroine the subject of a painting.

Clauses that begin with who, whom, whose, which, and that
NONRESTRICTIVE

All these subjects seemed irrelevant to Seneca, who
thought that the only valid use of literature was as a

model for conduct.

A brief comparison with the most famous chivalric
drama, which was written fifteen years earlier,

clarifies the uniqueness of Thon’s play.

RESTRICTIVE

All these subjects seemed irrelevant to philosophers
who thought that the only valid use of literature was

as a model for conduct.

A brief comparison with a chivalric drama that was
written fifteen years earlier clarifies the uniqueness

of Thon’'s play.

Note that some writers prefer to use which to introduce nonrestrictive
clauses and that to introduce restrictive clauses.

Adverbial phrases and clauses
NONRESTRICTIVE

After the separation, she moved to Lunéville, where she

was under the protection of the ducal court.

RESTRICTIVE

After the separation, she moved to a town where she was

under the protection of the ducal court.
f. Use a comma after a long introductory phrase or clause.

PHRASE

In this charged atmosphere of cultural victory and
cultural defeat, Americanists undertook the search for

a central myth of America.
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CLAUSE

When Zilia begins learning how to write French, she is

writing to Aza.

g. Use commas to set off alternative or contrasting phrases.

Fin de siecle Spain was simply not receptive to
feminism, especially not to the fundamental feminism
that formed the basis of Pardo Bazan's thought on sex

roles.

Sometimes this is where the deeper motives for the work

are most clearly, if inadvertently, revealed.

But note:

Alexander Pope uses classical myths and allusions for
incidental yet incisive contributions to his
overarching satiric design. (The conjunction yet links incidental

and incisive, making commas unnecessary.)

h. Do not use a comma between subject and verb.

What makes Sartre’s theory of commitment relevant to
our discussion [nocomma] is its insistence that choice

in today’s world can be only political.

i. Do not use a comma between verb and object.

In 1947 Allen Walker Read devoted to dialect geography
[no comma] only the fifth day of his twenty-eight-day

course.

j- Do not use a comma between the parts of a compound subject,
compound object, or compound verb.

COMPOUND SUBJECT

Bakhtin’s notion of novelistic languages as
“jdeologically saturated” [nocomma] and his
conception of them as “rejoinders” in a dialogue
with the extraliterary (271, 274) are heuristic tools

that can be applied not only to the analysis of prose
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fiction but also to the interpretation of poetic

texts.

COMPOUND OBJECT

Miller has taken pride in citing the civic function
of the theater [nocomma] and the way in which the
spectacle influences the private tensions of the

individual.

COMPOUND VERB

In the afterlife, the poem suggests, African artists
such as Wheatley will have “gem-blaz’d” crowns of their
own [nocomma] and will take their rightful places in

“the heav’'nly choirs.”

k. Do not use a comma between two parallel subordinate
elements.

From his darkness, Lear has gained insight into himself
as fallible man and negligent king [nocomma] and into

the evil of Goneril and Regan.

The current political and cultural climate has given
rise to a public that demands training in basic
literacy [nocomma] but that is unwilling to pay for

it.

l. Use a comma in a date whose order is month, day, and year. If
such a date comes in the middle of a sentence, include a comma after
the year.

Martin Luther King, Jr., was born on January 15, 1929,
and died on April 4, 1968.

But commas are not used with dates whose order is day, month, and
year.

Martin Luther King, Jr., was born on 15 January 1929
and died on 4 April 1968.

m. Do not use a comma between a month and a year or between a
season and a year.
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The events of July 1789 are as familiar to the French

as those of July 1776 are to Americans.

See 3.9.7 for commas with quotations.

Semicolons

a. Use a semicolon between independent clauses not linked by a
conjunction.

Shelley remarks that “the blank incapability of
invention {. . .] is the greatest misery of authorship”
(x); that misery overcome, she is pleased to write the
“Author’s Introduction” to a tale in which authorship

proves a misery to her protagonist.

b. Use semicolons between items in a series when the items con-
tain commas.

Thérese, the washerwoman; Sethe, the cook; Eva, the
shelter giver and caretaker; and Baby Suggs, the
churchless preacher, negotiate this paradox

successfully within the narrative context.

Colons

The colon is used between two parts of a sentence when the first part
creates a sense of anticipation about what follows in the second. Leave
only one space after a colon, not two.

a. Use a colon to introduce a list, an elaboration of what was just
said, or the formal expression of a rule or principle.

LIST

All five of the relatively distinct types of early
Japanese religious belief and practice are present in
the book: Shinto, Buddhism, Taoism, Confucianism, and

folk religion.

ELABORATION

As Emerson’s friend at Walden Pond suggested, it takes
two to speak the truth: one to speak and another to

hear.
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RULE OR PRINCIPLE

Most such standards no doubt point to the delectare and
prodesse of Horace's advice to the poet: Delight and
benefit your reader! (A rule or principle after a colon should begin

with a capital letter.)

But a verb (e.g., includes) or preposition that performs the same intro-
ductory function as a colon makes the colon unnecessary.

Atwood’'s other visual art includes a drawing for the

cover of Good Bones, collages in The Journals of

Susanna Moodie, and comic strips.

b. Use a colon to introduce a quotation that is independent from
the structure of the main sentence.

The new art relation of modernism is a concept that
was most memorably given expression by Walter Pater:
“All art constantly aspires towards the condition of

music” (140).

A quotation that is integral to the sentence structure is generally
preceded by no punctuation or, if a verb of saying (says, exclaims, notes,
writes) introduces the quotation, by a comma. A colon is used after a
verb of saying, however, if the verb introduces certain kinds of formal
literary quotations, such as long quotations set off from the main text
(see 3.9.2—4, 3.9.8). On colons separating titles and subtitles, see 3.8.1.

Dashes and Parentheses

Dashes make a sharper break in the continuity of the sentence than
commas do, and parentheses make a still sharper one. To indicate a
dash in typing, use two hyphens, with no space before, between, or
after. (Some word processors have a dash, and you may use it instead
of hyphens.) Your writing will be smoother and more readable if you
use dashes and parentheses sparingly. Limit the number of dashes in a
sentence to two paired dashes or one unpaired dash.

a. Use dashes or parentheses to enclose a sentence element that
interrupts the train of thought.

The human race has survived, and the planet seems to
have replenished itself--there are fish, oceans,

forests--but what kind of society exists in 21957
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b. Use dashes or parentheses to set off a parenthetical element that
contains a comma and that might be misread if set off with commas.

Most newcomers to both states soon accommodate to the
“correct” pronunciation--that is, to the pronunciation

used by most westerners.

The Italian sonnet (which is exemplified in Petrarch’s
Canzoniere, along with other kinds of poems) developed

into the English sonnet.

c. Use a dash to introduce words that summarize a preceding
series.

Whether we locate meaning in the text, in the act of
reading, or in some collaboration between reader and
text--whatever our predilection, let us not generate

from it a straitjacket.

A dash may also be used instead of a colon to introduce a list or an
elaboration of what was just said (see 3.4.4a).

Hyphens

Compound words of all types—nouns, verbs, adjectives, and so on—
are written as separate words (hard drive, hard labor), with hyphens
(hard-and-fast, hard-boiled), and as single words (hardcover, hardheaded).
The dictionary shows how to write many compounds. A compound
not in the dictionary should usually be written as separate words
unless a hyphen is needed to prevent readers from misunderstanding
the relation between the words. Following are some rules to help you
decide whether you need a hyphen in compounds and other terms
that may not appear in the dictionary.

a. Use a hyphen in a compound adjective beginning with an
adverb such as better, best, ill, lower, little, or well when the adjective
precedes a noun.

better-prepared ambassador
best-known work
ill-informed reporter
lower-priced tickets

well-dressed announcer
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But do not use a hyphen when the compound adjective comes after the
noun it modifies.

The ambassador was better prepared than the other

delegates.

b. Do not use a hyphen in a compound adjective beginning with
an adverb ending in -ly or with too, very, or much.

thoughtfully presented thesis
very contrived plot
too hasty judgment

much maligned performer

c. Use a hyphen in a compound adjective ending with the present
participle (e.g., loving) or the past participle (e.g., inspired) of a verb
when the adjective precedes a noun.

sports-loving throng

fear-inspired loyalty

d. Use a hyphen in a compound adjective formed by a number
and a noun when the adjective precedes a noun.

second-semester courses

early-thirteenth-century architecture

e. Use hyphens in other compound adjectives before nouns to pre-
vent misreading.

continuing-education program (The hyphen indicates that the
term refers to a program of continuing education and not to an
education program that is continuing.)

Portuguese-language student (The hyphen makes it clear that the
term refers to a student who is studying Portuguese and not to a

language student who is Portuguese.)

f. Do not use hyphens in familiar unhyphenated compound terms,
such as social security, high school, and liberal arts, when they appear
before nouns as modifiers.

social security tax
high school reunion

liberal arts curriculum

75



3.4.7

3.4.7

BASICS OF SCHOLARLY WRITING

g. Use hyphens to join coequal nouns.

writer-critic

scholar-athlete

But do not use a hyphen in a pair of nouns in which the first noun
modifies the second.

father figure

opera lover

h. In general, do not use hyphens after prefixes (e.g., anti-, co-,
multi-, non-, over-, post-, pre-, re-, semi-, sub-, un-, under-).

antiwar overpay semiretired
coworker postwar subsatellite
multinational prescheduled unambiguous

nonjudgmental reinvigorate underrepresented

But sometimes a hyphen is called for after a prefix.

post-Victorian (Use a hyphen before a capital letter.)

re-cover (The hyphen distinguishes this verb, meaning “cover again,”
from recover, meaning “get back.”)
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