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III

EXTRACT FROM THE

PUBLIC PRINTING LAW

(TITLE 44, U.S.C.)

†

SECTION 1105. THE PUBLIC PRINTER

SHALL DETERMINE THE FORM AND

STYLE IN WHICH THE PRINTING OR

BINDING ORDERED BY A DEPART-

MENT IS EXECUTED, AND THE MATE-

RIAL AND THE SIZE OF TYPE USED,

HAVING PROPER REGARD TO ECON-

OMY, WORKMANSHIP, AND THE PUR-

POSES FOR WHICH THE WORK IS

NEEDED.
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IV

ABOUT THIS MANUAL
By act of Congress the Public Printer is authorized to determine

the form and style of Government printing. The STYLE MANUAL is
the product of many years of public printing experience, and its
rules are based on principles of good usage and custom in the
printing trade.

Editors and writers whose disciplines have taught them aspects
of style different from rules followed in this MANUAL will appre-
ciate the difficulty of establishing a single standard. The STYLE
MANUAL has served Federal printers since 1894, and with this 29th
edition, the traditions of printing and graphic arts are carried for-
ward into new technologies.

Essentially, it is a standardization device designed to achieve
uniform word and type treatment, and aiming for economy of word
use. Such rules as are laid down for the submission of copy to the
GPO point to the most economical manner for the preparation and
typesetting of manuscript. Following such rules eliminates addi-
tional chargeable processing by the GPO.

It should be remembered that the MANUAL is primarily a GPO
printer’s stylebook. Easy rules of grammar cannot be prescribed,
for it is assumed that editors are versed in correct expression. As
a printer’s book, it necessarily uses terms that are obvious to those
skilled in the graphic arts. A glossary of such printing terms to be
complete would unnecessarily burden the MANUAL.

Its rules cannot be regarded as rigid, for the printed word as-
sumes many shapes and variations in type presentation. An effort
has been made to provide complete coverage of those elements that
enter into the translation of manuscript into type.

Comments and suggestions from users of the STYLE MANUAL are
invited. All such correspondence should be addressed as follows:

GPO Style Board
Mail Stop PDE

U.S. Government Printing Office
732 North Capitol Street, NW.

Washington, DC 20401
E-mail address: gpostyle@gpo.gov

For the purposes of this MANUAL, printed examples throughout
are to be considered the same as the printed rules.
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1 Senate Report 103–27 incorporated the Federal Bulletin Board, which existed prior to P.L.
103–40, into GPO Access.

WHAT IS GPO ACCESS?
<http://www.access.gpo.gov/su_docs>

History

In 1993, Congress passed Public Law 103–40, amending GPO’s
duties to include provisions for the dissemination of information in
electronic format. Under the GPO Access legislation, the Super-
intendent of Documents, under the direction of the Public Printer,
is required to: (1) Maintain an electronic directory of Federal elec-
tronic information; (2) provide a system of online access to the Con-
gressional Record, the Federal Register, and other appropriate pub-
lications as determined by the Superintendent of Documents; (3)
operate an electronic storage facility for Federal electronic informa-
tion (the Storage Facility); and (4) maintain the Federal Bulletin
Board, already in existence.1 Collectively these components are re-
ferred to as GPO Access. As a result, in June 1994, GPO Access
was introduced, encouraging and supporting immediate public ac-
cess to electronic information products of the United States Gov-
ernment.

The vast majority of information currently available via GPO Ac-
cess is information derived from databases used in the printing of
Government publications. For example, in the case of congressional
publications, GPO’s Congressional Printing Management Division
receives a requisition from a congressional office asking that a spe-
cific document be processed for online access. Internal GPO com-
munication then establishes authorization, priorities, etc. Subse-
quent to processing the database for printing, software developed
by the Production Department’s Graphic Systems Development Di-
vision is used to prepare the data for optimum screen presentation
and place it in the form required by commercially procured server
software which indexes the data to facilitate effective searching via
client software and/or World Wide Web browsers. At the same
time, PostScript output of GPO’s automated composition software
is processed by Electronic Photocomposition Division personnel via
a network version of Adobe’s distiller software to produce files in
the Adobe Acrobat PDF (Portable Document Format), which are
then programmatically associated with the appropriate online docu-
ments. These Production Department computer-based operations
are all performed on equipment configured and maintained by per-
sonnel of the Electronic Systems Development Division.
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VI

In order to assist users in all facets of GPO Access and to mon-
itor user requirements, the GPO Access User Support Team was
developed. This team provides the public with a wide range of sup-
port for the electronic products and services available through GPO
Access.

To contact the team, call 202–512–1530 in the D.C. area or toll-
free 1–888–293–6498, between the hours of 7 a.m. to 5:30 p.m.,
EST, Monday through Friday—except Federal holidays. The team
can also be contacted by fax at 202–512–1262 or e-mail at
gpoaccess@gpo.gov.

Objectives

The objectives of GPO Access are as follows:

Improve access to official Federal Government information in
electronic formats.

Provide electronic document delivery and online interactive
services that are well-designed, easy to use, and available to
the public without charge.

Ensure access to a broad spectrum of users with a wide vari-
ety of technical capabilities both directly and through an active
partnership with Federal Depository Libraries.

Establish and operate an online interactive service that is
capable of rapid expansion to meet the needs of Federal agency
publishers and public users.

Encourage the use of electronic database standards and per-
mit dissemination of the original document, without rekeying,
in print and/or electronic format.

Utilize a variety of dissemination media and methods, in-
cluding World Wide Web (Web), bulletin board services and on-
line interactive search and retrieval services in order to
achieve cost effective information delivery, that is appropriate
to both the type of information being disseminated and the
needs of users of that information.

Ensure permanent public access to Government information
made available through GPO Access and the FDLP via direct
provision, the electronic storage facility, and development of a
distributed networked system of partner institutions.

Provide services to other Federal agencies on a reimbursable
basis—saving time, money, and other resources.

Provide access to Government information that is official and
complete. GPO secures the integrity of its databases to ensure
against unauthorized changes in text or graphics.
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Features of GPO Access

GPO Access was carefully designed, developed, and implemented
so that it is easy to access and use. The free services of GPO Access
fall within the following categories:

Government information databases available for online use
that provide full-text search and retrieval capabilities. These
databases include regulatory materials, such as the Federal
Register and the Code of Federal Regulations; Congressional
products, such as the Congressional Record and Congressional
Bills; and business materials, such as the Commerce Business
Daily (CBDNet).

Individual Federal agency files that are available for
download from the FBB (Federal Bulletin Board).

Tools that assist users in finding Government information
available for sale or free of charge. These tools include keyword
searches that locate information products by topic, title, or
agency; lists and tables that may be browsed; and hyperlinks
that direct users to related databases and Web sites in order
to facilitate their searches and highlight connections among in-
formation products. When print and electronic sale products
are identified, an electronic order mechanism enables users to
purchase them online.

Guides to collections of Federal Government information
available for free use at nearly 1,300 Federal depository librar-
ies throughout the United States.

User support.

Everyone can benefit from GPO Access

The benefits of GPO Access extend to all individuals and groups
who have an interest in the workings of the Federal Government.
Citizens can obtain vital Federal information instantaneously, al-
lowing for informed participation in the democratic process. Con-
gressional staff members enjoy immediate access to documents
they require while engaged in the legislative process. Librarians,
legal researchers, and academic institutions have an excellent up-
to-date reference and research tool at their fingertips. Procurement
officials and public- and private-sector professionals can access rel-
evant data and use it to create new products. The benefits are as
numerous as the users who profit from them.

Multiple methods of public access

In recognition of the various needs and technological capabilities
of the public, GPO Access supports a wide range of information dis-
semination technologies, from the latest Internet applications to
dial-up modem access. Methods compatible with technologies to as-
sist users covered by the Americans with Disabilities Act are also
available. To accommodate people without computers, nearly 1,300
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Federal depository libraries throughout the United States provide
free access to the service through public-access workstations.

The system was designed to serve a large base of users through
a variety of methods with the overall goal of ensuring widespread
and equitable information dissemination. Statistics gathered on the
number of searches and retrievals indicate that GPO Access is
achieving this goal.

Information

The Government Printing Office recently introduced a new GPO
Access home page for the Web interface to provide users with easi-
er and more efficient access to online resources. The new home
page is available at the following URL (Uniform Resource Locator):
<http://www.access.gpo.gov/su_docs>.

The rules of grammar, spelling, punctuation, etc., as stated in
this STYLE MANUAL, will serve well when preparing documents for
electronic dissemination. Most of the documents currently available
via GPO Access are derived from databases used in the printing of
Government publications. However, as electronic dissemination of
Government information continues to grow, the rules as stated in
this MANUAL will continue to be the GPO’s standard for all docu-
ment preparation, electronic or otherwise.
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