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Price at M.W.G. meeting 79p.
by post £1.00 from

Cathy Baldwin., secretary,
'Maecenas', 4 Lark Drive,
Galley Hill, GUISBOROUGH. TS14 BHP.




MIDDLESBROUGH WRITERS' GROUP GUIDELINE SERIES.

PREPARING WORK FOR SENDING OUT

by

Eleanor Fairburn,

Our scripts get only one chance to make a first impression, so their
presentation should look professional. The basic rules for submitting work
to an editor are:-

1., ©Size of paper used should be A4, (Quality not very thin except for
airmailing.)

2. Typewriter or word-processer ribbons should be good -- faint print
irritates.

3, All spellings and alterations need checking before final copy. After
that, no more than 3 neat corrections per page.

4, Handwritten submissions are only possible as Readers' Letters or,
occasionally, in competitions where that has been stated. For really bad
typists, final copies should be done by a professional.

5, All sheets of a typescript must have a) double spacing between lines b)
good margins on all four sides, especially top, bottom and left side <

consecutive page numbers in top righthand corner and d) a title-sheet.
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6. Title-sheets correspond to the cover of a book. They are for editor's
information and, eventually, for Accounts Dept. and writer's payment. They
carry the plece's title at the centre, in underlined capitals, and the
writer's name or pseudonym underneath, after the word 'by'. Then, down
near the end of the A4 sheet, on the left, writer's full name, address and
telephone number. Opposite that, on the right, an estimate of the number
of words in the plece: "Approx. XxXxx words" -- editorial decision often
rests entirely on length but editors do not have the time to count words.
7. Methods of counting (known as ‘casting off' in printers’ terms where
the process is usually done by measurements) Find the average number of
words per. line by counting all words in a dozen or so full-length lines
and choosing the most recurring figure. Then count the number of lines
per. page (even very short lines are estimated as full ones because they
occupy the same amount of space’ and multiply by the number of words.
Finally, multiply this figure by the number of pages in the entire piece,
allowing for half-pages.
8. First pages differ from all others in that they have fewer lines of
type and much more space at top and bottom to allow for editorial notes re.
{l1lustrations etc.. Title is centred and underlined, with writer's name or
pseudonym underneath. Main text begins several lines down so that there
is really only half a page of text‘here. The opening pgragraph is not
indented but all subsequent paragraphs should be, by 4 or 5 spaces.

The condition of copy which has come back rejected is often crumpled or
stained. Before sending it out again, spruce it up or even entirely re-do

it so that the second ( or even the twentieth) submission makes as good an

impression as the first one.
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