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ANSI/AIIM MS52-1991

Standard for Information
and Image Management —

Recommended Practice for the
Requirements and Characteristics of
Documents Intended for

Optical Scanning

Association for Information and Image Management

This standard describes the physical characteristics of paper documents which facilitate black-and-white optical
scanning, and the characteristics which make scanning either difficult or impossible.
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1 Example of vertical (portrait) mode for a 216 mm X
279 mm (8.5 inch X 11.0 inch) document and an A4
document: 210 mm X 297 mm (8.3 inch X 11.7 inch)

2 Example of preferred orientation for a half-size sheet
with lines of print parallel to the longer dimension

Foreword (This foreword is not part of the American
National Standard for Information and Image
Management—Recommended Practice for the Require-
ments and Characteristics of Original Documents Intend-
ed for Optical Scanning, ANSI/AIIM MS52-1991.)

This standard describes the physical characteristics of
original documents which will facilitate their later scan-
ning. These physical characteristics are largely indepen-
dent from the method used to create the documents, and
apply whether a document was created on a manual type-
writer, a computer printer, a typesetter, or by hand print-
ing. This standard also identifies those characteristics
which will make scanning difficult or impossible.
Moreover, certain characteristics of original documents
result in images which will, when scanned, produce
either no image or an illegible image. Finally, this stan-
dard lists physical characteristics both to use and to avoid.

When the user has no control over the documents to be
scanned, the scanner operator can be guided by a list
of characteristics for special handling. When an organi-
zation is aware that its documents will be scanned into
document image systems or read by optical character
recognition (OCR) scanners, it should take special care
to design documents and forms which will facilitate
rather than impede scanning. This is particularly impor-
tant when original documents will be destroyed after
scanning, and the electronic copy will be the only record.

Some of the recommendations in this standard apply to
documents which will be scanned with OCR systems,
however, this document does not cover all of the com-
plexities of OCR in detail. Various facets of OCR scan-
ning are covered in other American National Standards
Institute (ANSI) standards.

Suggestions for improvements of this standard are wel-
come. They should be sent to the Chair, AIIM Standards

USA USA

Board, Association for Information and Image Manage-
ment, 1100 Wayne Avenue, Suite 1100, Silver Spring,
MD 20910.
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