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This nresentation of the work of a vearh ol editar 4
designed to help future editors who mav lack evnerinice, ac
T did, as thev hegin the difficult task of editince a csllege-
level) yearbhook,

Throughout this cuide, the several asnects in the nrocess
of producing and editing a yearbook are explained and i1lne-
trated in the order in wﬁich they arise. This presentatinn
is a record of nmy tenure as the 1980 THDIATHEAD oditer and
the exneriences and responsibilities that T undertonk with
the position.

A GUIDE: THE JOB OF A YTARBOOV RDTIOD deals with the
negotiations and factors that are invalved in cstah ishing
and working with the vearbook budret. oOutlined, tan, are thn
many peonle with whom the editor will work 4o produce the
vearhook. Also, it deals with the orcanizationa, nlarnineg,
and procedures essential tn know in the nroducltisn wory of
a cnlleqge vearbook.

Though this presentation mav indeed nrove mare henafic )
to a novice editor, as T was, T alsc hone that this cuide,
based on actual experience, can nrovide a mreview for futnye
TNDTAMHEAD editors on the hard work, time, and all ~f the

stens that accompanv the mosition »f vsarbank odi oy,
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The yearbook has been a valued nublication in schools and
colleges for nearly 200 years, and its popularity among thousands
of educational institutions seems undeniabhle, Tts existence can
be justified by the fact that the yearbook is a valuable rercord
of school activities and a book of reflection for students., Al-
though local news media may chronicle the major happenings »f
schools in their circulation areas, few, if any, of the media can
devote coverage to hut a fraction of the activities that the
averadge school generates. Therefore, an important aspect of a
yearbook is coverage of the school and jits activities,

Also, the yearbcok is a valuable means of nromotion far the

institution, Ross and Sellmeyer in School Publicaticons stress

that the yearbook serves, along with the campus newspaper, as ore
of the most effective public relations instruments a s~hool ecan
have.l 1Institutions exchange yearbooks, a beneficial way for
students to familiarize themselves with other schools, and toon,

for those high school students deciding upon a eollege. The
admissions offices of schools use the yearbnok as a main source

to promote their campus. A yearbook can present an attractive
impression of its campus to a prospective student. The TNDTAMNHEAD,
the Pembroke State University yearbtook, for example, portrays the
small, close-knit college campus--a concept that many students

prefer over a large university.
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Ross and sSellmeyer note that of great importance, also, is its
value as a training ground for students, as well as an outlet for
creative talents,? Working with student publicatijons, such as the

yearbook, can be the beginning of an interesting journalism career.

Producing a good yearbook, one worthy of the time and encray
spent in its prevaration, is a rewarding exnerience. The achieve-
ment of this goal, a quality yearbook, demands time, organization,
planning, and a genuine interest in doing the job correctly. The
vearbook editor will spend at least seven months of extensive con-
centration on the budget, working with a countless number of

veople, and organizing and planning the layout of the hook.

Although the INDIANHEAD budget is the largest hidget a stndent
will deal with on the Pembroke State camous, it is bharely ennuah,
and careful management of this budget is an abzolute must!

Complete and accurate records of the vearbook mist he main-
tained, and the starting point of record keeping should bhe a
budjet for the year of operation. The tudget can be hroken down
into two sections: expected income and anticipated expenses. The
budget should be as accurate as possible and is nsually nrepared
by the advisor and the business manager with the aid of financial
records of the past vear. . L g

At the end of the year the actuwal income and expenses should
be compared with the original budcet. Tn this way, the new hudget

for the coming vear can be more accurately established. This
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comparison is most beneficial for the editor's budget of the fol-
lowing vear. The 1980 budget of the INDTAMHEAD, for example, benan
with a deficit because the 1979 staff exceeded its budget,

Money required for the support of the TINDIANHEAD generally
comes from twe sources; activity fees and the sale of the vearh ok
itself, The following question$need to he answered before estsb-
lishing the bhudget.

Is the yearbook self-sustaining? 1In the case of the THDTIANIIEAD,
ves-it is a self-sustaining publication., There is no profit whatsn-
ever made from the yearbook. Student fees of 310 per rerular
student support the book.

How much income has been derived from activity fees and the
sale of the vearbook itself? This can he determined by the total
amount received for the yearbook budget from the student fees.

The 1980 yearbook hudget, as well as the 1981 vearhook fcr Pembroke
State University, begins with a projected budg=t of $17,000. The
only way to estimate from the sale of the ook itself is to check
the cashier's list of those faculty, staff, and students who have
raid for their yearbooks. This list is sometimes a bit vnreliable
as many do not nurchase the yearhook until the book is bheing dis-
tributed and also students who have only been enrolled one

semester at PSU, or who are taking sever semester hours or less,
are required to pay only $5 to the cashier prinr tn receivina a
vearhook.

A good practice to follow,according to Ross and Sellmeyer,
"..eis to post a copy of the buddget in front of the business record

books."3 Another copy, they recommend, should be placed where all




staff members can see the financial picture. They emphasize these
practices in order for the editor to provide an easy refironce for
trying to decide if expenses are in line with the budget.4
Related to exnense consideration is the need to nromote the
vearbook to students., Even though enough vearbooks are printed
and each student has already naid for his, many books are never
nicked up. Since all yearbooks not claimed by students represent
a substantial waste of college funds, the editor needs to fin-@d wavs
to promote interest in the book, not only by the students hut
also by faculty and staff who may be persuaded to huy a yearbook.
rHareﬁaﬁavatfewfpﬁomoﬁidnalsidaasﬁuSedey;Other-cpllngn! and

universities.. Some of these suggestions: can: be modified or ex-—
panded’ to) sui't: the P5SU campuss.

1. Appointments for pictures t6 be taken for the
vearbook are sent out as printed telegrams.

2. Notices can bhe sent to those students needing to
pay a price for the book indicating and informing them to do so
as soon as possible. Here also, notices can be sent to faculty
and staff who have not already paid for their vyearhook.

3. Reminder leaflets can be sent to students, faculty,
ard staff that the yearbooks are in proqgress.

4., A sample page of the yearhook can be mailed tn
the students, etc.
All of these suggestion and ideas are illustrated in Student

Puilications by Ross and Sellmever,

Yet another way to encouraage the students' interest in the

vearbook is to have them fill out survevs on the book--what their

’ll..lll.ll.........{
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likes and dislikes were, suggestions for changes or indication of
preferences.5 These surveys can be an effective tool for the vear-
book staff of the following year. If not done the previgas year
for a current staff, a quick survey could he taken of those students

who received the previous yecarbonk,

Selling advertisements is a widely used way to make money for
the yearbook,although one not practiced by the THDIANHEAD, at
least up until the 1980 edition., However, the idea of actunally
beginning to sell ads is in the works for the 1981 yearbonk.

From this editor's point of view)ads could be a valuable way
of increasing the budget, a way that should he looked into con-
siderably and, if possible, implemented. The 1NDIANHEAD can become
a bigger and even better yearbook with money made from the selling
of ads, hecause as long as all the yearbook funds come from student
fees and the other sources already mentioned, the hook can rot
hone to make. much progress toward increasing the number of paaqes,
adding more color pages, etc. hecause tho current budget sources
simply can not allow such: improvements or additions to be made.

8o, in the hopes that one day the INDIANHEAD does sell advertising,
a discussion on important things to know and understand abnut this
money making process may be useful.

The first thing to do is set up a good plan for selling ads.
According to ﬁoss and Sellmeyer, the following gquestions musast be
answered in order to establish a good selling plan.

First and foremost, what areas of 1ncale n=ed to have the con-

centrated selling effort? The answer depends upon where the students
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shop. If students shop all over the town or city, then city-wide
~ampaigns should be the rule, they advise, Tf nearbv towns arn
also frequented by students, such as Red Sprinas, TLaurimburg, and
Lumberton, these locales should also be areas of selling concen-
tration.

Ross and Sellmeyer explain that a sales staff large enoucgh
tn handle calling on all businesses would be ideal), but since
the staff is usually small, they should concentrate on only those
businesses with the most potential for advertising in a college
yearbook., Generally, they say the primary list would begin with
those businesses that ran ads the previous year.6 Zince in the
case of the INDIANHEAD there would be no such list, the sales staff
could seek the advertisers in the campus newspaper, THE PINE NEEDIE?
also, the staff could call upon the new merchants that may have
been recently established in the area.

Primary places that seem more than apt te run ads for example
include: jewelers, clothing stores, banks, stereo tape shops,
hardware stores, service stations, soft drink bottlers, rook
stores, art centers and churches, Jjust to name a few. Ross and
Sellmeyer advise to also look out for the main recreatinnal feature

of the area, whether it be ski resorts, outdoor dramas, boating,

P
or reAarhes,

"I~ ' Both mail and phone.can be used effectively in contact-

ing possible accounts, however, according to Ross and Sellmeyer,
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“potential advertisers should be contacted in person if at all pos-
sible and feasible,"8

Ross and Sellmeyer warn, especially in commissioned gales; nrot
to give one person or sales group all the lucrative accounts and
another all the difficult acecounts. "Tf this situation occcurs, both
groups will neglect their selling; one hecavse thev have alreadv
sold a great deal; and the other because they can not sell anyone.9

What is the bhest way to divide the sales force? Using a team
of a male and a female works effectively for many schools.10 fow-
ever, a small school may only reed one salesperson, and if that
one salesperson has had previous selling experience and has the
*go get 'em" personality of a good salesperson, ‘hen nne mav bhe all
that is needed. A factor here would he, of rourse, the size ~f the
selling area and number of students available willing tn sell,

Just prior to the beginning cof the new school vear is the
best time to sell new contracts, say Ross and Sellmeyer., AvoiA
extremely busy days. They advise scheduling visits ncarcr the
middle of the work week,ll ,

.. These ‘authors, Ross and Sellmeyer, consider advertising an

int~gral -part of yearbook operation. "“Advertising is as impor tant
as any other part of the book and should be handled carefully and
creatively. The newest trend in advertising is to create each ad
individually for the advertiser in the same way that individual ads
are created for national magazines. This distinctly means that
ads do not resemble the rest of the hook or one another. "12

Some advertisers have objected, according to Ross and Sell-

meyer, to the approach of having the advertising section look 1like
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the other sections of the book. They feel this approach does not
serve the advertising purpose by not individualizing or personal-
izing the ad for the sake of selling the product,l3 o

Advertising pages can occupy a reasonable rertion of the bhook.
Originality should be used to interest the reader in the ads.
Advertising receipts may be directly affected by the added interest
which originality might generate.

Well-chosen photos or art can capture the reader's eve,

Savedge_and Click in Yearbook Fundamentals, for example, recommend

to exclude treating the ad section as a final section and treating
is as such.14 1f your yearbook has a concluding section, they

recommend to let it follow, not precede the ads.

Two types of ad styles are most frequently vsed, sStandard

2d horders enclose each separate ad with hroken lines, This i=

15

the most popular. However, the journalistic stvle is irterestina,

as there are no borders. Many other styles are availahle. 1If a
picture is to be used, a photograph must be submitted: clippings
from yellow pages or newspapers do not reproduce well.16 Also to
note, a layout is mandatory if photos are used in the ad section,
Patronage ads constitute another type of advertising for the
yearbook. There may well be, especially in smaller communi ties,
versons who want to help financiallv, but who may not have & part-
icular business to advertises in which case it is fairly common to

insert a notice which merely says, "Comnliments of a Friend,"
17

or

some such message,

Selling ads for a yearbook, when handl ed pronerly, agone about

in the right way by a hardworking salesperson, can prove financially

beneficial for the yearbook budget, say Rnss and sSellmeyer.
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Now that expected income has heen estimated and perhaps
extended, the expenses have to bhe established. As was mentioned

earlier, the INDIANHEAD this year had a hudget of $17,000. Neow,

how much will printing the yearbook cost? Figured into the expenses

will be yearbook size and all. aspects of what will he, or can be,
included in the make-up of the book; type of paper, cover desicqn,
borders, etc., as agreed upon with the publishing company. Also,
a contract agreement figure has to be established with the
photography studio.

One of the first steps in working with the yearbnok's hudmet
is coming to an agreement on a publishing ~ontract. One of the
nation's largest yearbook publishers, ewnlain Ross and Sellmeyer,
has a basic, so-called, standard yearhook. It includes 96 panes
with a standard type set with no hleeds (pictures running to end
of page) at a cost of $14 per book for the first 100 books.lR
Different publishing companies have a variety of price bhids for
the printing of a yearbook. The price of the yearbook depends up-
on the number of pages, tyre of cover, numbher of books, and the'®
optional extras. For example, Hunter Publishing Comrany charoed
$10 per bock in its contract agreement with Pembroke State Univer-
sity for the 1980 INDIANHEAD.

Three sizes of yearbooks are generally used: 7 3/4 x 10 1/2
inches, 8 1/2 x 11 inches, or 2 x 12 inches, the most commonly
used and the choice for the Pembroke State INDIANHEAD,

The printer's base price listed on the contract snecifies
the tyve, size and number of pages. This price also includes a
standard hardback cover, A sample of the INDIANHEAD publishing

contract is illustrated on page 11.
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The editor needs the services of the publishing company'g
representative while preparing the budget., Mr. Ed Goldston of
Ilunter Publishing Company assists the TNDIANIIEAD. The editor,

ORI . '
advisor, and businessacame to an agreement with him on the bhest
prssible price for the yearbook. Within the budget, he can pro-
vide a guide for various chnices. He can tell the editor whether
or not the budget will allow extras such as borders, color pages,

-

etc,

“Theurepresehtative*willlbe more than happy to schedule visits
to the campus to help with layout designs also. Not only will the
representative provide ideas for the layout of the yearbook, he will
in fact assist in the actual drawing of the layouts. The editor
should schedule times for the representative to come to the campus,
esmecially if there is a need for his assistance, at any conven-
ient time for both. If meetings are not deemed necessary, the
best advice is at least to keep his phone number handy so that if
needed, the representative can be reached by a collect call.

How many pages will be in the yearbook? The answer will de-
pend on the budget, especially the number of color pages to be
included. The average cost per page printed is . Color
pages can cost up to o« Border lines arcund the edges of
pictures also run into extra cost. A way around this aspect of
yearbook design can be worked if, for examnle, the staff draws un
their own borders.,

What type of ink, for example, blue-black, red-black, or hlack,
has to be decided upon early in the process of agreeing on a contract,

The cost of ink is included in the base price of the contract.
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These choices are all important asvects of the contract acrec-—
ment., The editor and the publishing representative review these
choices and also decide upon the cover design. Ile can quote
different prices and show the editor several vearhoo cover desians,
indircating the cost of the different cover tynes and what tyne nf
Aesigns are most ponular.

A very important decision to he made here are the deadline
dates. Deadline dates are prearvanaed davs pn which the editor
is fesponsible for submitting a nre-determined numher of compieted
layout paces of the yearbook to the nuklishina company in ordar
that " the company may begin the printino pnrocess. The rditor maat
know what the penalty costs will be for a late shinmment——there is
usually a set penalty fee for the first ore or twe missed dAead'inecs,
In most cases, the last deadlire, if late, has a penalty fre per
day late,

A suggestion here when determining deadline datess avoid dead-
lines that fall on schonl holidavs and weekends., Dradlines scheduled
on these days can cost time that could he used for finishine the
vearbook deadline, For examnle, one nf tha TUDTANITZIAD's deadlires
fell a week after the Christmas holidavs began. As a result, the
staff had to actvally finish this particular deadline a week carly,

Besides avoiding penalty costs, there are other benefits from
meeting a deadline. Hunter Publishing Company, for examnle, will
return one dollar for every page mailed to the company on tima,
Ancther corner that can be cut is the decision on the cover and its
design., Hunter provides special rates and discounts frnr covers

and ceclor pages that are mailed to them at an earlv due date.
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- These 'corner cutters' could save money in one area of pPro=-
duction possibly to be placed in another area.

Another way to save money is to avoid costs for making changes.
The editor must fin< out from the representative at the beginning
what the cost for changes will be. Tf, for example, a picture is
submitted with the layout, with the anticipation of later changinag
it, the editor and staff need to be aware of the cost this will
entail. A rule here that needs to be mentioned; color page layouts
are final. No changes can be made once the first layouts have been
submitted. & sownie of 5 oprios 1t T Skl ng
shown on page 14,
The next order of business for the editor, in consultaticn with
the advisor and the business manager, is to find a rhotography
studio to take individual student and facuity pictures, Several
bids will have been submitted by various studios. Many factors
must be considered in making a choice. Which studio has the best
nrices for the purchase of student packages As well as the service
that will be provided must be weighed. Of interest mav be the fact
that some studios will pay minimal wage for the services of the
yearbook staff in helping the photographer in the paper work. For
example, Steven's Studios of Maine, the one contracted by the
INDIANHEAD for 1980, provided compensation for those students who
kept up with the ‘paper. when the photographer is taking the pictures,
forms have to be filled out by 5 typist prior to the picture being

taken, and these forms have to be placed in the camera in order

to identify the ‘person in the resulting photograph, Typists have

to be on duty throughout the day, every day,that the rhotoagrapher

TEY T T ETE "B EEEEEENEENENENENEN
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is mhkingrthb%igdihddﬁnlipiéturesic:Therwagebwi&ushould be '+ =
mentioned, does not go to the INDIANMHEAD itself, but to those
individual students who provide the service. ¢

The editor must be aware, too, in the contract with the studio
what the studio's obligations are in the event of late return of
the black and white proofs to the yeéarbook. . 7As a case in point,
Steven's Studios, who had the 1980 contract for the INDTANHEAD, was
late in getting the black and white proofs back to the vearbook, and
made it impossible for the staff to make their first deadline with
the publishing company. The photography studio was liable for their
deldy, and)consequently}had to reinburse the TNDIANHEAD for Hunter's
late penalty fees., A factor that deserves mentioning here; as far
as the publishing company is concerned, the vearbook staff is the
cne at fault--the publishing company works .directly with the school

yearbook and its staff and not the photography studio.

The editor of a yearbook has an enormous amount ~f responsi -
bility on his shoulders to do the best job nossible of making the
yearbook a reflection of the school of which the student body can
be proud. Fortunately, the editor does not hear these hurdens all
alone. Working along with the editor in this endeavor is the vear-
book advisor, the yearbook staff, and the publishing company's
representative-if desired. An editor must be sure to incorporate
the assistance of these willing: helpers.

A recommendation of this editor is to keep in reqular eontact
with the advisor., As a consultant and intermedsator for the editor

over some of the financial procedures throughout the year, he can
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be invaluable)asrtin ordering supplies, arranging for notices to he
sent out, and pitching in with all kinds of help, even typina, on
occasion, Also, the advisor is familiar with school pro¢edures and
policies, and can best informthe editor on who to go to for needed
information, such as, for examnle, who on campus could provide &
complete list of the clubs and organizations with a membershin list,
Just for information's sake,'Lois Jacobs in the Student Affairs Office
is the person to see for this particular information.

As of the year 1981, the INbIANHEAD will lose a dedicated
advisor of 12 years, Mrs. Doris B. Johnson, a facvlty member at
Pembroke State, upon her retirement after the 1980 school term,
will be replaced by Dr. Dennis Sigmon, a professor in the Communi-
cative Arts Department.

The editor, first and foremost too, needs a reliable and hard-
working assistant editor. The assistant editor will hecome the
editor's right-hand man, and will fiqure in a great deal of the
production process. At Pembroke State, the editor is paid <300
per semester; the assistant editor-5200, and the photoarapher=$200.
These are the only paid positions on thn vearbook staff: consequently,
a great deal of the work involved will be largely on the shoulders of
these individuals, or so the case has been on recent INDIANIIRAD
staffs. The paid staff members have siconed contracts nutlining the
obligations they must fulfill, and because of the inability to pay
the other staff members, maintaining full-time service from unpaid
staff members may prove difficult,

One way to try to avoid losing the interest and, therefore, the

help of 'a volunteer staff, is-to schedule frequent staff meetings.

S | ]
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At least once a week the editor and staff shovld hold a meeting to
review what needs to be done, to keep tabs on what is beina done,

to examine and discuss layout, to set up schedulns as nedded. Trven
if sometimes the meeting may consist only of the membhers showinag up,
and, if nothing need be taken care of at that particular mectjnq-
fine, But at least a contact is made between the editor and staff,
Waiting to elicit the help of staff members only when the tyning
needs to‘be done or posters need to be hung will only cause the

editor to lose the enthusiasm and interest of those who are wanting

busy-work the job also constitutes. Of course these things have
to be done as well, but should be worked in along with more inter-
esting responsibilities in the yearbcok production.

Once again, staff meetinos are a nood .idea and will bhenefit
the editor and the yearhook itself in the long run. Meetinas Yeen
the staff together, offer an opportunitv for questiorg, suggestions,
and keep staff members informed on progress and problems. Sek up
a designated time and place, prefer@bly: in the office-avoir hnt
dorm rooms-and make it mandatory that all staff members attend
every meeting,

The yearbook photographer should already have some kind of
experience to his credit, not only in knowing how to set up and
take pictures, but also in the darkroom techniques, as the photo-
grapher will be asked to develop the pictures taken, (The
nhotographer at PSU does have access to a campus darkroom, )

If more than one photogranher can be hired to work for a
yearbook, the better: two would bhe sufficient, The job is a hit

too much for one photographer to handle.

15
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A list of all scheduled events; sports activities, clubs and
organizations, and the extras such as the band, Who's Who students,
etc. will be provided by the Student Affairs Office. Thése, as will
be indicated in the photographers' contract, will be divided be-
tween them)and they will be obligatqd‘to furnish the editor with
the needed photos. The editor must have a copy of that list in
accordance with the contracts. She must know which vhotographer
is responsible for what, and be sure each understands which rhotos
are réquired for each deadline.

Important, too, is the decision on whether the nhotograpber or
the editor will schedule such appointments for the photos., My
recommendation on this matter would be that the nhotoararher be
responsible for his own scheduling, as it is hard for the editor
to keep up with a rhotographer's schedule. . However, the photo-
grapher should he required to keen the editor posted on his pronress.
The editor must establish a deadline date for the nvhotoaravher,

preferably no later than a week prior to deadline. This helps

eliminate last-minute rush jobs.

The photographer should, along with taking the actual photos,
be responsible for getting the names of each club Or organization
and tjgr members, or whoever is pictured in the photograph. At
this time," too, it would be a convénience for the photographer to
pick up write-ups, or any other information that may be desired
from the clubs . or organizations. If he fails to get this inform-
ation at this time, the editor and staff must waste valuable time

to establish this irbrmation. Many vhotocraphers ask the president

of the group to take down the names.
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The photographer must alsc he familiar with procedures for
ordering supplies, Film, developing paper, batteries, and such
have to be ‘prdered and okayed by the advisor and cleared®through
the business office., Rarely does the editor have to involve herself
with this, as the photogrépher and advisor take carc of such needs
and the related procedures.

Photography is the heart of the yearhnok, The nicture, indeed,
mav be worth a thousand words. So, in kee»ning up with what the
rhotographer is producing, be sure he is aware of what your layout
calls for and what types of pictures may he preferred. For instance,
if a vertical (where main features are arranged lengthwise) photo-
agraph has been established in the layouty say for the smaller croun
shots that would allow for this, then be sure the photoararher is
made aware of this so he will not hand in & horizontal print (longer
in width than in heigh*). TL.et the photocgrapher know if .aore close-
ups are what you wants or, if candids with action are what will fill
the bill. Sharp focus is essential for a’'good picture, Also, the
yearbook can be enhanced if the 'photographer knows, or can be
instructed on a few graphic designs and techniques to add variety in
printing the photos. For example, a woman's stocking can he placed
atop the printing paper during the printing process which will give

the final print a slightly screened or hazy look.

Now begins the fun part, the organirzation of the vearhook
itself,
One of the first details to take care of is to fill out and

mail to the publishing company the-production form, keeping a copy
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for the INDIANHEAD office, This form is the official record and
guide specifying the type stvle and size to he used for the main
copy of the yearbook, what size paper is to be used, and’ what tvne
of ink 48 to be used. A sample production form is illustrated

on page 9. If any deviations become necessary, the companv should

ment' of material. ofthe &diter'!s copy of the forms will serve as a
guide for consistent preparation of all materials.

As the editor begins planning the yearbook, she must look
ahead toward its delivery. There are numerous factors over which
only the editor has control which can insure a prompt deliverv,

Ny carefully organizing and planning the materials, last minute

i B B

errors can be avoided,'

First, through figuring out the budmet. with your company
representative, the number of pages should already be detrrmined,
Secend, preparaticn of how those pages are to be filled needs to Ye

planned. A ladder diagram (two are jincluded with the materials

and supplies furnished by the publishing company) should be a
vriority. This diagram represents the pages of the vearbook, and
the editor and staff use the diagram as an outline. With this
diagram outline, a projection of the layout of the yearbook itself
can be determined. An illustration of a ladder diagram is shown

on the P‘Segoqu

will also facilitate meeting deadlines and ensure prompt deliverye.
If the editor and her staff have decided to include write-uns on

the different organizations, send out memos to inform the group

receivé written ' notification _before, or,along with.the first shin-

Achieving cooperation from'the different clubs and organizations
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president that copy is needed and ask them to please send them to
the office, Such copy may include the name of the organization or
club, the officers, the purpose of the group, and a summary of *he
activities they sponsor or participate in. As was previously
discussed, a convenient time to obtain this information is at the
time scheduled by the photographer for the croup nicture.

Finally, knowing where to obtain photos of faculty, nhotos
of certain events that possibly the staff photocranher was unable
+0 ‘'obtain, and possibly where to oo when campus events are re-
scheduled will also make it possible to meet deadlines when
unexpected emergencies arise,

In the event A& faculty member, for example, domss not have an
individual picture taken, Gene Warren in the Public Information
Office in 0l1d Main has a file,: and in most cases, a photo of all
faculty and staff members on the Pembroke State campus, Bill
sible for taking photos o countless camnus events; therefore, he
may be able to provide the yearbook with necded vhotos. Another
source for photos is The PTINE NEEDLT, the collede newspaper. And
the Student Affairs Office is a good source for general information

concerning several aspects of student life and activities.

Preparation of an accurate layout is probably the most imnror—-
tant-phase of yvearbook production. It is the basic plan by which
the book is built and must be followed by both the yearbook staff

and the publishing company.

Photograph position and size, copy and headline placement, and
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other structural information are supplied by the layout. (Laynut
pages are furnished by the publisher, and correspond exactly to the
width and height of the page). Facing nanrs appear opmodite each'
other on these layout pages., Any special instructions should be
rrinted legibly in the left margin onlvy. Teadlines should be the
only written copy to appear on layout sheets.. All other written
copy must be typed, douboe-spmaced, on the appropriate copy sheets
provided by the publishing company.

There are two typves of copy sheets, one for the nica and
another for the elite typewriter, Be sure and fill in the asked-
for information on the top, left-hand portion of the copy sheet-~-
name of school, address, page number, and job number. (The I1HTAN-
HEAD job number is 325), The tyne quide bhook proVidod by the company
will qive the editor the size types offered anc how much line space
is needed. These copy sheets must be typed in accordance with the
amount of space designated on the layout sheet. A sample copy
sheet i8 shown on the following page.

All pictures, art, and copy should he labeled correctlv,

Beginning anew on each page, number all picture and art spaces

numericallys all copy should be laheled alphabetically. Small

stickers to indicate page and picture number are nrovided by the

publisher. Place a sticker on the back of every picture, making

sure that picture and layout correspond.

The publishing company provides carbons for all copy and lay~-

out pages, The editor and staff must keep carbon copies of the
oricinals, which are mailed to the publisher. The editor and staff
will need the carbons as a reference hy which they may check the:

proofs for accuracv.
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Consistency is the basis for a good layout design as well as
for consistent style for copy. The indication of copy bhlocks,
headline structure and page format must be consistent irf form if
the book is to be cohesive. 1In vreparing copy sheets, eliminate
as many errors as possible, especially misspellinqgs of names., Use
abbreviations and punctuation marks consistently. Tnstructions
should be marked on the copy sheet corresponding with its place-
ment on the layout page. Also, tvre size nceds to be indicated,
Headline type size is automatically brinted as 24 inch type bv
the puhlishing ‘company unless otherwise instructed on the cony sheet,

Careful reference to the layout should be made when rlanninqg,
selecting and cropping pictures. By _omitting excess backoround,
for example, a nicture's focal point may he emphasized. Skillful
cronping ofjphotogra?hs can create a professional apnerarance for
the yearbook. The editor and staff should be aware of the
following: crop marks should be placed on picture margins. Tf
the picture has none, tape white strips of paper onto it. Never
place crop marks on the back or on the surface of the nrint.

Note: It is unnecessary to crop the individual portraits for
class sections.

Taylor Publishing Company of Texas offers suggestions for
insuring good photography: "In order that the desired level of
pPhoto reproduction quality appears in your vearbook, several
factors must be kept in mind. Quality of picture reproduction is
nhever better than the quality o% the original photcgraph. Photos
should be reasonably close in size to the desired size in the

finished book."18 Hunter Publishing Company can enlarge photos
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un to 300 per cent of the original size and can reduce them to as
little as 14 per cent. However, it should bhe noted that as a
picture is enlarced, the sharpness of the subject is diménished,
So, whenever possible, have the photographer make prints very

nearly the size desired.

It is important to know approximately how much cony is needed
to fill in the layout block. The method most often used is the
¢haracter count method. The steps for this method are as follows:

1. Take the number of characters that will sct in a vica/
clite of space and multinly it by the number of picas/elites in
théQemgth of line to be used. For example, suppose the number
characters per pica type is 3.5 and the line width is 12 nicas
(two inches)., These statistics mean: that there are 42 characters
ner line. The copy sheet should bhe marked at 42 s»acen. (Tho
sheet is numbered by spaces across the top and hottom of the shert.
Draw a pencil line from top to bottom at this point.,) Do not
worry if a few more or less spaces are tvned. ‘These variations
can be altered in the final setting by the companvy,

2. This set of ‘instructions deals with the denth of the
copy. Consider that enough copy is needed to fill a six-column-
inch space. In order to find out how many lines of type can fit,
consider the following: using the 3.2, multiply 3.2 by 6 (6-
column-inch) and the result is ;he number of lines that can be used.
In this particular case, 19 lines of copy are needed.

In preparing the layouts, etc., for shipment, there are several

steps that have to be followed,
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First, all copy should he placed in a large manila envelope
vrovided by the company. KEEP THE CARBONS., The front of the
envelope asks for name of school, etc. and should he filfed oukt,

The same goes for the photos. Each page of photos is to
be placed in a separate envelope. Tf there are five pictures to

rage 10, put the five in one envelone, fill out the front as with

the copy envelope, and seal the envelone. Then go on to the noxt
nage, DO NOT SENP ALL PICTURES IN ONE BENVELOPE,

Next, separate the original carbon sheets and place the
originais in Ehe shipment box, KERP TIIT CARBONS,

A: form to be sent with each shipment is provided in the
preparation guide book., Fill:-this out and place it inside the

box., (Turn to the next page.) tlow--tape securely shut and mail

gt

Promntness in meeting deadlines can not be stressed ennuch,
Missed deadlines may not only delay the delivery of the vearlook,

hut will also add to its cost!

The editor will realize the importance of eliminating errors

by careful attention to details when she receives a set of blve

page proofs from the publisher., These proofs offer the opportunity

to correct any errors which may appear on the pages. Thev should

be read, marked, and returned within three days. A red ball point

pen is provided to clearly mark any changes desired. But, the editor

must be aware of the cost of making changes. A price listing of

changes will be provided with the proof paqges.




m HUNTER PUBLISHING COMPANY @ Winvion-Salem, N.C. 27103
~ SHIPMENT FORM
5CHOOL _Pﬁ"b"k“- Slale Umv oo 335 b s XA al' /(/50

THIS SHIPMENT CONTAINS: (V i Copaaes complete with layoot, photogeaphis, and copy &
NOTE: Ploce an 72X Tueacke thy

EITIE

&

EEERS

Srwpnhier of corhpage in this shipment oy the ol column ondy (belos)

833CBRERENES

o
= v

B

[ =
"
-

25 REBENGARRE

[ r"J Frude byt Matenal

Acknowledgemaent (Conpnny U Only)

Huonter Publishing Company
Acknowledges Recegit of

paces postmark ed

THIS 1S OUR TIMAL SEIPMENT OF COPY 1
O BOOK WILL CONTAIN PAGES




e

28

Yet, the editor can not afford to let mistakes ¢o uncorrected
on these proof pages., The publishing company will print as is,
mistakes or no. ¢

When checking these blue proof pages the importance of keeping
the carbon copies becomes apparent, Checking the proofs against
the carbons for mistakes in headlines, misspellings body tvyove,
and other errors will indicate who actually made the errory the
vublishing company or the vearbook staff. The importance in
knowing this is that the yearbook: is not charged for commany errors,

Thus, the editor must remember to indicate on the proofs those

mistakes made by the company,

At last, yearbook. gditor, .it is all_ower but the shouting.
The wave of sheer relief,will:sink.in.as the last deadline is
finally shipped »uti --the complete satisfaction of having accom-
plished such a feat as putting together a vearhook will bloom
when the editor picks up the first copy of the completed hook,
Vot only will it reflect for every student his time spent on
campus--but also reflect campus events that occurred throughout
the year., Is the yearbook becoming a thing of the past? As a
weary yearbook editor, I certainly hope not. I know the
significance and importance a yearbook can come to have in the
years to come. The yearbook is, an emblem and an earmark of the
school and should be treated with the respect and pride it
deserves as a tradition that should remain.

And the editor can congratulate herself and her staff on
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completing a difficult, time-consuming, but worthwhile assignment,

the yearbook., The administration will use it to attract and hold

students, and the students will cherish it the rest of thgir lives.




EVATIUATION

Reading over all that T have reviewed, exnlained, and
illustrated in this presentation, T feel I have fairly well
covered all aspects of the negotiations of bhusiness contracts,
working with the many persons involved,and preparing the year-
book for submission tothe publisher.

Though much more detail could have been provided
o '
to the different type styles, sizes, and cropping of pictures,
I feel that these are self-explanatory in guidebaoks already
supplied in the INDIANHEAD office.

I do feel that through this record of my experiences as
a2 yearbook editor, I will provide a mu¢h needed quide for
future editors of the Pembroke State University INDIANHEAD.

Included along with this guide are ddeas_that 1 feel
could be instrumental for future growth and development of
the TNDIANHEAD, such as the use of advertisements, also, new
arrangements that are already in effect, for example, the new
INDIANHEAD advisor,

My work as INDIANHEAD editor is complete, and I am proud
to say that my staff and I have produced a very fine yearbook
for PSU. We worked long and hard; we met all of ouf deadlinesi

did not exceegd out budget, . and the 1980 edition arrived earlier

than many past editions. We pat ourselves on the back for what

many havedold us is,l'a job well doge. ., .
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So, as my final contribution to PSU, I present this
guide to all future INDTANHEAD editors. I know T have done
é
what I can to leave my mark on this campus that I love, and only

hope that others will benefit from what T have experienced and

learned,

Joni C. Methercutt
3 - ; o
e C. M/(’i/hcuf}/#

(j Rditor, 1980 TWDIANHEAD
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