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Marks for copy preparation and proof correction
{extracted from BS 56261 : Part 2 : 1976)

Repeéres pour la préparation du manuscrit et correction sur épreuve

Zeichen fur die Manuskriptvorbereitung und Korrektur der Probeabzlige

Notes on the use of the marks
(clauses 4.5, 4.6, 4.7 and 4.8 of BS 5261 : Part 2 : 1976)

1. For each marking-up or proof correction instruction a distinct mark is to be made
(a) in the text: to indicate the exact place to which the instruction refers;
{b) in the margin: to signify or amplify the meaning of the instruction.
It should be noted that some instructions have a combined textual and marginal mar
2. Where a number of instructions occur in one line, the marginal marks are tc be

divided between the left and right margins where possible, the order being from left -
right in both margins.

3. Specification details, comments and instructions may be written on tne copy or
proof to complement the textual and marginal marks. Such written matter is to be
clearly distinguishable from the copy and from any corrections made to the proof.
Normally this is done by encircling the matter and/or by the appropriate use of colo
(see below).

4. Proof corrections shall be made in coloured ink thus:
(a) printer's literal errors marked by the printer for correction: green;
(b) printer’s literal errors marked by the customer and his agents for correction: r

(c) alterations and instructions made by the customer and his agents: black or
dark blue.
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Classified list of marks (Table 1 from BS 5261 : Part 2)

NOTE: The letters M and P in the notes column indicate marks for
marking-up copy and for correcting proofs respectively.

Group A General

Number| Instruction Textual mark Marginal mark Notes
Al Correction is concluded | None / P
Make after each correctic
A2 Leaveunchanged @ |—————— MP
under characters to
remain
A3 Remove extraneous Encircle marks to >< P
marks be removed e.g.film or paper edges
visible between lines on
bromide or diazo proofs
A3.1 Push down risen Encircle blemish P
spacing material
Ad Refer to appropriate Encircle wordis) P
authority anything of affected
doubtful accuracy
Group B Deletion, insertion and substitution
B1 Insertin text the /\ New matter followed| MP
matter indicated in by Identical to B2
the margin A
B2 Insert additional matter /\ /\ MP
identified by a letter The relevant section of th
in adiamond copy should be supplied
with the corresponding
Followed by for letter marked onitina
example@> diamond e.g<A>
B3 Delete / through { ? MP
character(s)
or
A
through words to be
deleted
B4 Delete and close up T through PN MP
/ character Cf7
- R
or
—_ T
A
v

through character (
e.g. charazcter
charaBacter
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lines or paragraphs

The marginal mark ext

Number| Instruction Textual mark Marginal mark Notes
c21 Close up. Delete space MP
between characters ~~ 7~
or words linking characters
N —/
c22 Insert space between MP
characters Give the size of the spa
l to beinserted when
necessary
between characters
affected
c23 Insert space between MP
words Give the size of the spa
to be inserted when
necessary
between words
affected
c24 Reduce space between MP
characters ! T Give the amount by wh
l the space is to be reduc
when necessary
between characters
affected
C25 Reduce space between MP
words Give amount by which
space is to be reduced
when necessary
between words affected
Cc26 Make space appear MP
equal between |
characters or words
between characters
or words affected
c27 Close up to normal MP
interline spacing . o The textual marks exte
( each side of column linking lmes) into the margin
Cc28 Insert space between MP
lines or paragraphs ( The marginal mark ext
between the lines of te
or Give the size of the spa
: be inserted when nece:
C29 Reduce space between mMpe

or

|

between the lines of te
Give the amount by wt
the space s to be redut
when necessary
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