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: necessary ——————— . _ .

NOTES ON THE YREPARATION OF TECHNICAL fﬂPERS

by
E. M. Shskeshaft and R. H, Bigmore

I. INTRODUCTION

-In technical papers.it has been found desirable that éértain'details
should be standardised, Symbols and abbreviations etc, are taken from .

1991 Part I: 1954, "Letter symbols, signs and abbreviations" but

thls allows certain alternatives and in this note selection has been made

to obtain GOmplete standardisation within the Organization,

Many reports are eventually published and forms ére'given which
have been evolved to meet the requirements of most editors.,

II, 1AYOUT

HEADINGS

Headings end sub-hesdings should be used to divide a paper into

convenient sections and should not be underlined. The absence of under-
lining facilitates the preparation of papers for publication as underlining
is used to indicate to the printer that the words underlined should be
printed in "itaelics", Msain headings should be inh capitals in the centre of
the page, sub~headings in capitals at the margin cdge and sub-sub-headings

in lower case at the margin edge, for example:=-

Y

SUMMARY

Expressions are derived~ﬁy means of which the radiation intensity —===——= -

INTRODUCTION

A knowledge of’ the radlatlve transfer betwecn two surfaces is

v

HEAT TRANSFER

" HEAT TRANSFER BETWEEN EXTENDED SURTACES -

Integrated Configuration Faotor

~ The conflguratlon factqr 50 far dlscussed enables the 1nten51ty

- e . - i -
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REFERENCES

References to other papers should be ref'erred to in the text by a

number in brackets, for example:-

"Jones (1) has shown, etc,.vess
should be given at the end of the p(_.
following examples:=

References to arta.cles in Jorrnals

(a) For most technlcal Journal

bessese' and details of the refefqnces
per in the standard form as in the’

!
" AUTHOR'S SURNM/IE INITIALS. Name of Journal, Year, Volume

Pages.

- @sge CLARK, N, 0, .J. sci, Inst

Tum., 1946, 23 256-9.

(b) For annual reports, other

tationery Office Publications

and IR, Notes

AUTHOR'S SURNAME, INITIALS.

Title of article. Name of

.Journal,, Year,. Volume (Issue Number) Pages. -

Cege CLARK, N, O, A mcter for
and quantity of foam. J.

the measuremont of the prOpert:Les .
sci. Instrum,, 1946, 23 (11) 256~9,

I
References to Stationery Office Publications

AUTHOR'S- SURNAME, INITIALS.

Series Number, Place of

Publisher,

e.g. CLARK, N, O,
: petrol fires,

Title of article, Issuing Authority
Publicatioh, Date of Publ:.catlon. '

A study of mechanically produced foam for combatlng
Depar'tment of.Scientific and Industrial Rescarch

‘Chemistry Research Special Report No, 6. London, 1947,

H,M, Stationery Offices.

}
I




7 (3) References to books

AUTHORS' SURNAMES, & INITIALS, Title of book, Place of
publication, Date of Publication (Zdition), Publisher,

e, g« HENDERSON, Y, and HLGGRD, E,: ¥, " Noxious gases and the
pr:.nc:.plcs of’ respir c.t:Lon influencing their action,.
New York, 1943 (2nd Edition), Reinhold Publishing
Corporat ion. . ’

(1) References to other publications

AUTHOR'S SURNAME, INITIALS, Title of ariticle, ILssuing-
Authority Series Number, Date of Publication.

84ge NRBALE, J, 4, Clearances and insulation of hcating oppliances,
' U.5, Underviriters! Laboratories Inc, 2ulletin of Research
NO.2?. Feb.’ 19#30

. 1ist of the standard forms 1aild dovm in the "World List of
Scmntlflc Periodicals" is given in Appendix I for the names of' Journals
most commonly used as references,

If the name of the journal required is not in this list the "World
List of Scientific Pericdicals" can be consulted in the Library.

LPFENDICES

A’DybndlCCS should begin on a fresh page, be mmbered in Roman
.nwncrals and set out as follows-- .

APPFE\IDIX I1T

TRANSIENT HELTING COWDITIONS

The temperature T &t ‘any point - - - -

\

ITT, M 1TI*"'WL’;TICS

The main text should not ccntain more mathematical matter than is
absolutely essential and extended mathematical trz, tment, i necessary,
should be added in the form of‘ an 1~.ppend1x., _ .

EQUI-.TIONS ND FORMULAE

(1) A mothematical cquation or formula should in genenl be humbered in
arcbic numerals ond displayed on o separate line - with a space left above
and below the formula, The numbering should run consecutlvely “chroughout

both Main Text and fppendices,

(2) The expression should be wlaced centrally with resnect to the page
as shown m the follomng exemples:=.

: - e . ’ ’ ’
Therefore L i,e Lk‘{“ (I‘E,} I (20)
By a similar argument, referring to surface (2)

'f[’: <y & T;f (i - &:.A..[ (21}

~



From equations (20) and (21)

- &t+52"*:.f.;' ’ - ‘
R . T4 v . L b4
. H = } . - .
wf &‘ f&,_ _E'EL
(3) A11 conjunctionsg such as "and" "but" qzid therefore” ebe. should

be placed on the margin edge (Bquatilon 23) awey from the mathematic

symbols unless they begin a new
25 in the main text (Equation 20),

garagranq faca they ﬁhould be indented

(&) In sett:l.ng out equatzons care should: be teken 4hat all horizontal

lines guch as those in the "plus" "“\l"l. "division" signs should be level.
with the centre of the "equals" sign as follows:~ .
. -‘i (I ¥ (.O‘S@} (10)

BARS

Bars are difficult for the printer ead should theref‘oro be

avoided,

USE OF SOLIDUS

Vhere an expression such as &

Square roots should be written.in the form "\/(&u + by)

x + b appears in the text, it is

advisable to use the form (ax + b)? tcx + &) to avoid breaking the

case of an expression including
avold using the sol:.du.;,

IJ Sun?“'}‘ﬂ

S

Ce Ze

S'ﬁlx

2T

- verticel space,but where the vértical space is alvoady broken,. ds.in the

(15

» etc., it is prefer&‘ole to

e

is preferable to

(zmj smo—mf/e>«m<w_\/e> dx.

In displé’;,red formulae it is gererally preferable to avoid the

solidus as space is left round the

formulac in any caso .

X + my 4+ ne

" eefs. X, X
a

Care should be taken in using

for instance 4 cos € can become iy if wmtten V2 cos6,
can ofteén remove the am'bumity as in the form i/’

roarrangement as inceg @/1

b ;= la + mb + nc

the solidus as confusion can arise,

& or by slight

Brackets
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‘WRITINC-:OF HATHEHATTOAL mmmm |
. _- . P, " . ?_a_'.— LV
In 'tyned documents it is adv:Lsable to msert all mathematlcal formulae
in manuscrint.,

Iv, I‘HJIVZBEIRS 'J‘D U'\?II‘S

(1) A1 specific quan‘t::.tles uhou.ld be denot ﬁd by figures,
Culle 4 in,, 250V, ‘

(2) Obher- nuni‘éers"'ug £67900 should be dEnef;e&‘bjr words.
Cea four screﬁs, :f'ortj—flve EX’DOI‘lIIlL,ntSu

(3) Nu.mbe”s -over 100 sbould be denoted by Figuress
€, go 103 ty'oe.a, 228 Vul‘l«...'blOl’lSo

(L) Specu ic qua.ntlt‘,r bbrevmtlons should not be repeated.
€vge 4y 6 and 10 in, - not' 4 in, 6 ine and 10 in.

(5) (a) -To facilitats thé reading of lerge umbers the fn.gures ‘should be
grouped together in threes. with a space between. them,' - Commas should
‘not be used to separste the groups, as ‘this may lead to confusion with
the Continental practice of using the comma in place of the decimal
point.

Cele 78 293,45 not  78,293.45.

(b) In mat hemat ical qu'mt:l.t:_cs smaller than u.n:.ty a cipher should
precede the decimal point,
SeBe .., 0239 not .23

V TABLrS ILLUoTRzuIO\IS GHATHS AND ]’UO"‘OGRAPHS

oty - ”I..

Tables, illustrations and n‘ranhs (e*cce*at small, tables 1nserted in the

.text) .are-drawn on ohe of two. standard sized sheets = 13 i, x.§ .in. -or
13.4iny ¥ 15 dny A %u:.n.»xude morgin must be-left cléer on three sides and
"'.a 1--1n. w:.de margin: -on-the s’cagled edge, i, e the left hand 13-1n. s:i.de.

' ‘TABLBS

+In papers which. are wrltten pI‘lmaI‘llj for publlC"t‘tlon results

.. presented ‘ds graphs should not nomallj be given also in tables, A.'ll tableu

. should -be numbered- consecu‘tlvely in arabic numeralsaand given a tltle, placed

above the table._ S

Layout

(1) Tho general ddyout and Parm should be as follows:e

TARLE 7 ‘
BFFECT OF WATER SPRAYS ON KEROSINE FIRE
(Diameter of fire = 30 am)

— e =
: Range of average | Most efficient { Minimum rate of | Time for
: Pressure drop sizes of drop sizes flow for lextinetion at a
; sprays studied | ex&:t_nc,’c:.on rate of flow of
. [ .
; - ' gom gallft™ 4.2 g cem? min-1
Lb/id mm mm min=1 izl 5
5 5 O, = 1.3 0.7 »1.2 >0.25 -
t e't‘g'




(2)

of 10,

(2) Vhen the values to be
1,51 x 1073,

€ La

is preferable:-

0,72 x 10-3

TAD)

dlsplayed in a table .involve a power

LE 1

STECIMEN SHOULDERING RATES
IN STILL AIR

. i )
Dust - © Smouldering rate '
y ‘cm/s ' e
Becch sawdust 1451 x 1073
Cocoa T 0.72
Cork L.b1
,etec, ;

(b) In some cases, if the

number of columns is large;fhei

follow1ng adantatlon should be used -

TAELE 2

-/

SMOULDERING RATES OF BRECH SAWDUST
AT VARTOUS PACKTHG DENSITIES - -

etc, then the follow1ng layout

Dng weight packing density
Dush fraction [N gmi
I MM, _ NI N T
0,25 0.26 ‘ 0,27 0,29 | 0.30 .- | 0.32
N 1073z 110x 110 1073 107 . [1073%
20 = 40 ENTEE A 45 A | 1450 .
LO - 60 Coomi | ST 1.55 L 1,52 - 1,56
60 - 80 Lo - 1065 1-59 1u60 -
80 ~ 100 1484 - |- - - 1,69
100 - 120 - 1.88 - - 1.70 -

(3) For tables w1th two 1ndependent veriables the 1ayout should Be as
in Table 2.




TLIUSTRATIONS D (ins

Illustrations. and graphs should have consecutlve flg'JI‘e numbers
(arabic numera.ls) Which togecher with the’ tltles should be placed below.

When the values.on the a.x:.s of a graoh are very 1arge or very small
they may be represented as follows:-—

\

;2
9]
:
®
e
E‘/ RN
& ]
|- T .
0 1 2 3 b ox 1072

FIG, 1, CORRTLT lﬁl‘ﬂOD OF RIPRUSTNTING uacn
| VLUES OF UXIS OF GRIFH

: Thﬁ.u £YE temris preferred to the following noft'ati‘oh which is
:tr.mblguous - R - L .

1J ——2~ 573 —%
. o Time - 3 x 10 : ’ o
FIG. 2, INCORRECT METHOD OF REPRESENTING LARGE | o

© VALUES ON /XIS O GRAFH B

The following s:.g,nq shoxﬂ.d ba uged to indicate plort*-ed vslues on graphss

& + X o.-® d\& < @ v

Descriptions of curves should not be written along the curve but
should be set out in a separate key,

In the text, graphs should be referred to as 'Fig. x .using a
capital "F¥, I

FHOTOGRAPHS -

Photographs should have consecutive plate numbers,
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J VI. ABBREVIATIONS FOR

B.S. 1991 Part I: 1954;
be made’” 1n accordance Fith. the follow11

Basm abbrev:.a:tlons in Schedule D

The form of abbreviations: for unlt
Y¥here alternat

THE NAMES OF UNITS

8 should be in accordance with
ives are alloWed, ‘selection should

12—

(P»JO)

Abbreviations preferred
ij J.FCROOQ ’

square metre

cubic metre

cubic centimetre

second )

square inch (similarly for
foot etc,)
cubic inch *

H
no

28

[ IR O Y]

2]

No abbreviation is given for per
i should be written in full in the text,
lused onply in tablgs and drawings.

H

|DERIVED UNITS

| be used viz:- /5.

|
I\the index notation should be used viz

. form required for purely scientific Journals;for othbrs sllght adgustments S

“ have to be made,

]
' For convenience a list of the ab
1 used within the Joint PFire Research O

” Length

{7 inch in,
H foot Tt
‘:' yard  yd
#' miliimetre mm
}i centimet§e.’. cm
F " netre ) m
| lcilomefre !

For units comprising one quantlty leldud

cent and it is suggested that this
The abbreviation. { should be

For units comprmsmnp cne quantity divided by anothér a solidus should

han one other,
- This is the.

bz nore t

cal cm

:-!l

oreviations for units frequently

rganlzatlon is given below,
/

Weight

| _ounce oz '

" ‘pound (force) " Lb
pound (méﬁs) 1b
hundredweight - ewt
ton. t
miiligrammé mg
gramme g i
kilograﬁme (force) Kg
kilogramme (mass) kg




| British thermal wnit ,

-0

+ Area ,_'113_-;'29_
.square inch. in? second 8
square foot . Snftz minute min
séuare‘yard ydz. o ~ hour ~h
2

square millimetre m°

lngular Measuremont

.square centimetre cm2

, A o I : ~ degree °

square metre m _

square kilometre  k° ' hccelerahion and Velocity
feet per minute -. . ft/min -
feet per second Pt/s

cubic inch in? I ) ;

. miles per hour mile/h -

cubic. foot £t o N _ D

cubic yard yd3 | revolgt:ons per minute rev/min

-gallon gal

cubié millimetre mmJ

cubic. centimetre  cm?
cubic metre m?
millimetre ' ml

litre = - o ouvLev

Other Common Units

degree centigrade

" degree centigrade absolute-(Kelvin)

degree Fahrenheit

degree Fahrenheip ehaclute (Rankin)

~ ¢

©. calorie.

* grammes per square centimetre

gallons per square foot'per.hinufp”'

pounds per square inch

_ga}lons'per;mihuté'

-

calories per square foot per second

. calories per.square centimetre per second

viatt -



| GEMIERAT,

BsSe 1991,

| Palges 1)-]-"'26.
I adopted:-

| Schedule A (peik)

kilowat} kW

+ yolt v
ampere A
ohm -ﬂ.
watts per squere centimetre W/ em®

VII, SY#BOLS

' Attention is drawn to the general notes on peges 10 and 13 of

In general, symbols should be taken from B.S. 1991: Part I 1954

Where alternatives are shovm the following should be

divided by
base of natural logarithms
natural logarithm of x
common IOgafithm of x
X

exponential function of

Hinverse trignometric function of y

inverse hyperbolic function of ¥
complex operator m/(-1 )
real part ( )

imaginary part { = )|

vector product's of A and B

increment of finite differcnce

'In x
log x
exXp X
sin=1y

.sinh~1y

Re ()
Im ()

AXB

operator
| L Symbol in line Symbol in
-d . Expression of saript equations
' Differential coefficient of dy
ii ¥ with respect to x &y/ax dx
By iel ‘o th 3 /D dny
| | Differentiel coefficient, n afly/ax oy
“ Differential: coefficient, 8y
! pertial dy/0x )%
. J‘:.




% Schedule B (p. 18)
-2, Mensuration

3, Kinematics

11

angle, plane

‘angle, solid

cylindrical cowordinates

area

volume

frequency

. wave number

L. Mechanies

velocity

acceleration

work

energy

stress, normal
stress,. sheer
Poiés&ﬁ‘s ratio

surf'ace tension

5. Electricity and Magnetism

. 6, Light

" luminance

electromotive force
intensity of magnetiszation
resjstivity . -
corductivity

inductance mutual

“magnetomotive force

reluctance

120° operator

lumincus flux

. refractive index

‘::r. W kg B Q‘D =



7+ Thermodynamics

temperature, empirical _— .ég
quantity of heat T )
themad conductivity .y

8., Ghemical composition and reaction
ooncemtration: : o
concentration) molar of

substahce X x1
9, Chemical thermodynamics

activity, (relative of _
substance X fx}

P

In addition to the symbols given in B.S, 1991 the folldwing may be
found useful:- :

Radiation

emissivity

‘radiation per |second emitsed -

- by unit. area|of surface i
configﬁration factor.l’ ¢
emissivity factor E
invensity of radiation I
total radiatiop B
thermal conductivity - = - A
thermal diffusivity l h-
sﬁecific heat , o
density ' A

VIII, GENERAL COMMENTS -

It is advisable when writing|a paper for a particulér Journal to
consult the detailed requirements jof the editor of that jourmal which are
held in the Library and also to seec a current copy of the particular journal,

There is also an advantage when British units are used in.giving the
C.G.S. equivalent in brackets, as|people on the Continent mey be reading
your article, - ' ' e

The approximate 1engfh of papers required by various Bocieties and

Institutions and "printert!s or typists correction merks" for correcting
manuscripts and proof's are given in Appendices II and III respectively,

1
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APPENDIX I

4

STANDARD ABBREVIATION OF THE NAMES OF SELECTED JOURNALS
(For other abbreviations consult the World List. of

Scientific Periodicals in the Library)

JOURNAL

" American Dyestuff Reporter

Analytical Chemistry. .
Architects! Journal
B,0.U,R,A. Monthly Bulletin
Brandskydd

' British Journal of Applied Physics
British Journal of Industrial Medicine

British. Kinematography
Builder
Building Science Abstracts

Compte rendu Hebdomadaire 'des Seances

de 1'hcademie des Sciences
Cahiers du Centre Scientifique et -
Technique du Batiment .
Chemical fbstracts .
Chemical fge
Chemistry and Industry
Civil Engineering
Compressed Air Engineering

Enpire Journal of Experimental
Agriclﬂ.‘ture

Engineer

Engineering

Engineers' Digest

Farbenzeitung
Pire

Fire Engincering
Pire Protection

Fire Protection Association J ournql )

Fireman
Firemen :
Foundry Trade Journal

" Fuel

Fuel Abstracts

Heating and Ventilati_ng Engineer

N

'“Industr:.al Chem:.st ‘and Chemlcal

Manuf'acturer

Industr:l.al Engineering Chemistry

Industriasl Heating Engincer
Industrial Safety Bulletin

ABBREVIATION |

Amer, - Dyest, Rep.
fnalyt, Chem,
Archit, J. -

B.C.U.R, A. Month, Bull
Brandskydd -
Brit. J. appl..Phys..

- Brit, J. industr. Med

Brit, Kinematogr, -
Bulldea; Lond,
Build, Scis Abstr,

C.R. hcad, Sci,, Paris

Cah, Cent, sci. Babim, -

Chem. ADStT.:
Chem, fLge, Lond,
Chems & Ind, (Rev.)

"Civil Engng, Lond,

Compr. Air Engng

[

Enp. J. exp. Lgric,

Ingineer, Lond,
Engineeringy Lond,
Engrs Dig, .

‘Farbenztg

Fire

Fire Engng

™re Prot, Rev,
Fire Prot. fiss, Js -
Fireman

Firemcn . -
Foundry Tr, J. -
Fuel, Lond,

Fuel Abstr.

. Heat, Vent, Engr

Industr, Chem. Mfr

Industr. Bngng Chem.

Industr. Heat. Engr
Industr, Saf, Bull.



' Journal of Textile Institute

JOURNAL

Journal of the American Chemical Socicty

Journal of Applied Chemistry
Journal of Applied Mechanics
Journal of Applicd Physics
Journal of Chemical. Socicty
Journal of Institute of Fucl
Journal of Institute of Petroleum
Journal of Institution of Civil
Engineers
Journal of Institution of Heating
and Ventilating Engineers
Journal of Institution of Structural
Engincers

Journal of Optical Society of America
Journal . of Royal Inst:.tutc of British

) Archltccts
Journal of Royal Statistical Society
Journal of Research Nabtional Burcau

of Standards
Journal of Science of Food and
Agriculture

Journal of Sc:Lent:Lf:.c Instruments
Journal of Soc:.ety of Chemical

o Industry
Journal of Soc:.ety of Dyers and
' Colourists
Society of Motion and

Journal .of
' Picture Engirieers

Megazine of Concrete Research
Mechanical Encr:.neerlng
Municipal Review

Nature

Official Digest. Federatlon of Pa:.nt

and Varn:.sh Prioductiom Clubs

81 und Kohle '

Philosophical‘-Magazine :
Post Magazine and Insurance Monitor
Proceedings of the American Wood
Preservers' Assccistion
Proceedings of the Cambridge
Philosophical, Society.
Proceedings of the Institution of
Mechanical Enginecrs:
Proceedings of the Physical Society
Proceedings of the Royal Society

Institution of Fire Engineers Quart(,rly

National Fire Protection Association
Quarterly
Quartecrly Journal of the Royal
- Meteorological Society

AEBREVIATION

Je Amer.
J. appl,
9, appl.
J. apple
Je. chem,.
J. Inst, PFucl '
J. Inst. Petrol,

J. Instn civ, Engrs

chem, Soc,
Chem,
Mech,
Phys,

S0C.

J, Instn Hcat. Vont, Engrs

J. Instn struct. Engrs

J. opt. Soc. Amer,
J. R. Inst, Brit, Archit,

J. R. stat.'Soc..
J, res nat. Bur, Stand,

J. Sci, Fd Agric,

J. sci, Instrum,
J. Socs chem, Ind., Lond.

Jo Soc. Dy. Col.
Je 'I'ex:t. Inst,.
Mag., Concr. Res,

Mech, Engng, N, Y
Munlc. Rev.

“Nature, Lond,

off., D:Lg. Fed, Pa::.nt Varn,

Prod, Cl.
81 u. Kohlp

Phil. Mag,

Post Mag, Ins, Mon,

Proc, Amer, Wood Pres. Ass,
Proc, Cém. phils Soc.

Proo, Instn mech, Engrs, Lond,
Proc., phys, Soc, Lond,

Proc, roye Soc,

Quart, Instn Fire Eng;rs, Edinb,

. Quart. nat Fire Prot, Ass.,

Boston
Quart, J,, R, met, Soc.



[ 3]

JOURNAL

Resecarch
Review of Scientific Instruments

fecience Abgt_racts )
Strustural Engineer-

Technical News Bulletin., U,S, Bureau
of Standards
Timber (and Woodworking Machinery-and
S Plywood)
Timber Technology
Trangactions of the fmericon
. Institute of Chemical Engineers

: Transactions of the American Society

of Heabting and Ventilating Enginecrs
Transactions of the American Society
of Mechanical Engineers
Transactions of the FParaday Society
Transactions of the Institution of
. Chemical Engincer '

»-Tranagotions of the Institution of-

" Mining Engineecrs

"V,.F.D,B. . Zeitung

‘Wood

Zeitschrift flir angewandte Physik
Zeitschrift Plir Elektrochemie

Zeitschrift filr physikalische Chemie,. ..
St8chiocmetrie und Verwandt schaftslchre

ABBREVIATION

Research, Lond,
Rev, sci, Instrum,

7 Sci. fbstr, (a) or (b)

Struct. Ingr

Tech, News Bull, U.3, Bur,
- . Stand.
Timb, (Woodw, Moch,)

Timb, Techs )
Trans, Amer., Inst., chem,
. Fngrs
Trans. Amer. Soc, Heat, Vent.
Enpgrs-
Trans. Amer. Soc, mech. Engrs.

Trans, Faraday Soc.

Trens, Instn chem. . Engrs, Lond,

Trans. Instn Min, Engrs, Lond,

V.F.D.B, Zeit,

Wood

- Z, angew, Phys,.

7. Electrochem.’
Z, physa. Chem,



APPENDIX IT

APFROXTMATE LENGTH OF PLPER3

REQUIRED BY

- VARIOUS SOCIETIES /ND INSTITUTIONS
Aﬁproxi!ma’t_:e length 'Approximate length
Institution. ar of| summary . - of. paper
Soclety words., . ‘words
Institution of _ : '
Mechanical Engineers’ |200 7000
- Institution of | _ o
Electrical Ingincers 200 10000
(Proceedings)
Society of Chemical ‘| .
S sty l100 Not stated.
Institution of" ]
Civil Ehginee;s |I+OO _ 10000
Faraday Society 50 ||- 200 Not stated
Institute of '200 3000
Physics { 750 (Letter)
Chemical Society 50 1'— 250 Not stated
Institution of L200 7500
Structural Engineers :
Institute of 100 Not stated
Tetroleum
Institution of Chemical
Engineers 200 L, 000 - 6 000
(Transactions) ,
Philosophical Magazine 200 Not stated .
Tucl Not |stated Not sltated
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[Soﬁmark]

LIST OF PRINTERS’ CORRECTION MARKS

These marks have been agreed by the British Standards Institution

Wherever possible all corrections should be made in the margin ; only such marks being made ;
in the text as are required to indicate the place to which the correction refers. k

When three or more corrections occur in one line, the corrections should be divided between the '
left and right margins, the order being always from left to right.

When a letter, word or words is to be altered, the existing letter, etc., is to be struck through
and the letter to be substituted is to be written in the margin, followed by I,

Notes intended for the guidance of the printer and not as corrections to the text should be marked

*To Printer”’

and_encircled.

Marginal mark

Meaning

Corresponding Mark in text

g

sl

?g‘it%ovqwx xo§§\§

=

Delete (take out)
Leave as printed
Change to capital letters

Change to small ca[.;itals

Use capitaf letters for initial letters and
small capitals for rest of words

Change to lower case

Change to bold type

Change to italics

Underline word or words

" Change to roman type

(wrong fount) Replace by Ietter of
correct fount

Invert type

Replace by similar but undamaged
character

Substituted letters or sugns under
which this is placed to be * superior '

Inserted letters or signs under which
this is placed to be * superior’

Substituted letters or signs over which
this is placed to be *inferior ’

Inserted letters or signs over which
this is placed to be ¢ inferior’

Ciose-up—delet‘e space between letters
Insert space”

S;pace between lines or paragraphs*
Make spacing equal

Reduce space

Transpose

Indent cne em

~

vses under letters or weords to

) remain. .

== under.letters or words to be
altered.

=== under letters or words to be
altered.

under initial letters and
under the rest of the words.

I

Encircle letters to be changed.

;under letters or words to be

wAAAY
altered,

e Uunder letters or words to be
changed.

e under words affected.

Encircle words to be altered.

Encircle letter to be altered.

Encircle letter to be altered.

Encircle letter to be aftered.

Encircle letters or signs to be altered.

A

Encircle letters or signs to be altered,

A
A

* Amount of space may be indicated.

linking words or letters.

L between words.
- between words.
(W0 g | between lerters or words,

numbered when necessary.

Continued ;:ver!ea(



Marginal mark

Meaning

Corresponding mark in text

(— “ feot 3

np.
s on

wﬂw

Begin a new paragraph

Mave to the left
Move to the right
Raise lines ‘
Lower lines

Straighten lines : .

Push down space

No fre.sh paragraph here

The abbreviation or figure to be spelt
out in full .

{nsert omitted portion o[ copy

F " over lines to be moved.

X under lines to be moved.

—= through lines to be
straightened.

Encircle space affected.

C Before first word of new
paragraph.
) — Between paragraphs.

Encircle words or figures to be altered.

A

NOTE When lres?mztter not in the copy is to be inserted the caret mark is to be used in the text and *' Take In A"’

(B , etc., as the case may be) wricten in the margin, the addici
attached slips be[ng fettered to corresnond In the case of large insertions
the lines replaces the caret mark. .

Insert interrogation mark

Insert quotation marks

Insert comma
Substitute comma
Insert semi- colon

Substitute seml -colon
Insert full-stop

Substitute full-stop

Insert colon

Substitute colon

Substitute interrogation mark

Insert exclamation mark

Substitute exclamation mark
Insert parentheses
Insert (square) brackets
Insert hyphen

Insert en (half-em) rule
Insert one-em rule
Insert two-em rule -

Insert apostrophe

N

Insert ellipsis

Insert leader

Refer to appropriate authority any-
thing the accuracy or suitability of
which is doubted

onal matter whether written on che proof or on
a harizoatal arcow in the margin pointing between

L

> SN W N V. S

x>

S >N B e e
. >~

>~ >~
Lo~

Encircle words, ete., affected.

s
]

" (63508) “Wt.40163/1166
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