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7KLV %ULWLVK 6WDQGDUG ZDV 
SXEOLVKHG XQGHU WKH DXWKRULW\ 
RI WKH 6WDQGDUGV 3ROLF\ DQG 
6WUDWHJ\ &RPPLWWHH 
RQ �� $XJXVW ����

� %6, �� $XJXVW ����

)LUVW SXEOLVKHG DV %6 ���� 
$SULO ����
)LUVW UHYLVLRQ 'HFHPEHU ����
6HFRQG UHYLVLRQ DV %6 ������ 
)HEUXDU\ ����
7KLUG UHYLVLRQ $XJXVW ����

7KH IROORZLQJ %6, UHIHUHQFHV 
UHODWH WR WKH ZRUN RQ WKLV 
%ULWLVK 6WDQGDUG�
&RPPLWWHH UHIHUHQFH 3$,���
'UDIW IRU FRPPHQW
����������� '&

,6%1 � ��� ����� �

&RPPLWWHHV UHVSRQVLEOH IRU WKLV 
%ULWLVK 6WDQGDUG

7KH SUHSDUDWLRQ RI WKLV %ULWLVK 6WDQGDUG ZDV HQWUXVWHG WR 7HFKQLFDO 
&RPPLWWHH 3$,���� *UDSKLF WHFKQRORJ\� XSRQ ZKLFK WKH IROORZLQJ ERGLHV ZHUH 
UHSUHVHQWHG�

$PLFXV

%ULWLVK 3ULQWLQJ ,QGXVWULHV )HGHUDWLRQ

'LJLWDO DQG 6FUHHQ 3ULQWLQJ $VVRFLDWLRQ �8.�

,QVWLWXWH RI 3DSHU� 3ULQWLQJ DQG 3XEOLVKLQJ

/RQGRQ &ROOHJH RI &RPPXQLFDWLRQ

2LO DQG &RORXU &KHPLVWV $VVRFLDWLRQ

3,&21 /WG�

5R\DO 6RFLHW\

6RFLHW\ IRU (GLWRUV DQG 3URRIUHDGHUV

&R�RSWHG PHPEHUV

$PHQGPHQWV LVVXHG VLQFH SXEOLFDWLRQ

$PG� 1R� 'DWH &RPPHQWV
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� %6, �� $XJXVW ���� L

&RQWHQWV
3DJH

&RPPLWWHHV UHVSRQVLEOH ,QVLGH IURQW FRYHU
)RUHZRUG LL

� 6FRSH �
� 1RUPDWLYH UHIHUHQFHV �
� 7\SRJUDSKLF VSHFLILFDWLRQV �
� 0DUNV IRU FRS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ �
� 3URRILQJ SURFHGXUH �

$QQH[ $ �LQIRUPDWLYH� 6SHFLPHQV RI PDUNHG DQG UHYLVHG SURRIV ��

%LEOLRJUDSK\ ��

7DEOH � ¦ &ODVVLILHG OLVW RI PDUNV �
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LL � %6, �� $XJXVW ����

)RUHZRUG

7KLV SDUW RI %6 ���� KDV EHHQ SUHSDUHG E\ 7HFKQLFDO &RPPLWWHH 3$,���� ,W
VXSHUVHGHV %6 ������������ ZKLFK LV ZLWKGUDZQ�

7KLV %ULWLVK 6WDQGDUG KDV EHHQ UHYLVHG LQ OLQH ZLWK FXUUHQW SUDFWLFHV LQ WKH 
SULQWLQJ LQGXVWU\ DQG WR XSGDWH WKH RUGHU DQG JURXSLQJ RI WKH V\PEROV�

%6 ���� FRQVLVWV RI WKH IROORZLQJ SDUWV�

¦ 3DUW �� 'HVLJQ DQG OD\RXW RI GRFXPHQWV�
¦ 3DUW �� 6SHFLILFDWLRQ IRU W\SRJUDSKLF UHTXLUHPHQWV� PDUNV IRU FRS\ 
SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ� SURRILQJ SURFHGXUH�
¦ 3DUW �� 6SHFLILFDWLRQ IRU PDUNV IRU PDWKHPDWLFDO FRS\ SUHSDUDWLRQ DQG 
PDWKHPDWLFDO SURRI FRUUHFWLRQ DQG WKHLU XVH�

127(  %6 ����&������ 0DUNV IRU FRS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ LV DYDLODEOH DV DQ $� IROG�RXW 
FDUG� 7KLV FDUG LQFOXGHV 7DEOH � WRJHWKHU ZLWK QRWHV RQ WKH XVH RI WKH PDUNV ����� ���� ���� ��� DQG ���� 
H[WUDFWHG IURP %6 ������������

7KLV SDUW VSHFLILHV PDUNV IRU XVH LQ WKH SUHSDUDWLRQ RI SULPDULO\ WH[WXDO
GRFXPHQWV� 0DUNV IRU XVH LQ PDWKHPDWLFDO FRS\ DUH VSHFLILHG LQ %6 �������

7KH FRS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ PDUNV VSHFLILHG LQ 7DEOH � KDYH EHHQ
FKRVHQ�

D� WR EH UHOHYDQW WR WKH QHHGV RI DOO XVHUV RI WKH VWDQGDUG DQG WR UHIOHFW JRRG 
WUDGH SUDFWLFH�

E� WR EH FOHDUO\ UHFRJQL]DEOH� PHPRUDEOH� DQG EH TXLFN DQG HDV\ WR UHSURGXFH�

F� VR WKDW QR ZRUGV� DEEUHYLDWLRQV DQG FRQWUDFWLRQV DUH XVHG IRU PDUJLQDO 
PDUNV� DV WKH\ KDYH DSSOLFDWLRQV LQ RQO\ RQH ODQJXDJH�

G� VR WKDW WH[WXDO DQG PDUJLQDO PDUNV FRQWDLQ FRPPRQ JUDSKLF HOHPHQWV DQG� 
ZKHUH SRVVLEOH� DUH LGHQWLFDO�

7KLV SXEOLFDWLRQ GRHV QRW SXUSRUW WR LQFOXGH DOO WKH QHFHVVDU\ SURYLVLRQV RI D
FRQWUDFW� 8VHUV DUH UHVSRQVLEOH IRU LWV FRUUHFW DSSOLFDWLRQ�

&RPSOLDQFH ZLWK D %ULWLVK 6WDQGDUG GRHV QRW RI LWVHOI FRQIHU LPPXQLW\ 
IURP OHJDO REOLJDWLRQV�

6XPPDU\ RI SDJHV

7KLV GRFXPHQW FRPSULVHV D IURQW FRYHU� DQ LQVLGH IURQW FRYHU� SDJHV L DQG LL� SDJHV 
� WR ��� DQ LQVLGH EDFN FRYHU DQG D EDFN FRYHU�

7KH %6, FRS\ULJKW QRWLFH GLVSOD\HG LQ WKLV GRFXPHQW LQGLFDWHV ZKHQ WKH 
GRFXPHQW ZDV ODVW LVVXHG�
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� 6FRSH
7KLV SDUW RI %6 ���� VSHFLILHV PDUNV IRU XVH LQ FRS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ� ,W VSHFLILHV
SURFHGXUHV WR EH IROORZHG ZKHQ PDUNLQJ XS FRS\ IRU WKH W\SHVHWWHU DQG WKH SURRILQJ SURFHGXUH WR EH 
IROORZHG E\ W\SHVHWWHU DQG FXVWRPHU�

$ VSHFLPHQ SDJH RI D W\SHVHWWHUªV SURRI� VKRZLQJ WKH XVH RI WKH PDUNV� LV LQFOXGHG LQ $QQH[ $�

� 1RUPDWLYH UHIHUHQFHV
7KH IROORZLQJ UHIHUHQFHG GRFXPHQW LV LQGLVSHQVDEOH IRU WKH DSSOLFDWLRQ RI WKLV GRFXPHQW� )RU GDWHG
UHIHUHQFHV� RQO\ WKH HGLWLRQ FLWHG DSSOLHV� )RU XQGDWHG UHIHUHQFHV� WKH ODWHVW HGLWLRQ RI WKH UHIHUHQFHG 
GRFXPHQW �LQFOXGLQJ DQ\ DPHQGPHQWV� DSSOLHV�

%6 ������� &RS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ ¦ 3DUW �� 'HVLJQ DQG OD\RXW RI GRFXPHQWV�

� 7\SRJUDSKLF VSHFLILFDWLRQV

��� *HQHUDO

7KH SUHSDUDWLRQ RI WKH GHVLJQ DQG OD\RXW RI SULPDULO\ WH[WXDO GRFXPHQWV� ERWK IRU WKRVH SURGXFLQJ WKH 
YHUVLRQ WKDW ZLOO EH GLVVHPLQDWHG DQG IRU WKRVH SURGXFLQJ WH[W WKDW ZLOO EH SULQWHG E\ SURIHVVLRQDOV� VKDOO 
FRQIRUP WR %6 ������� 

:KHUH VXFK FRS\ QHHGV WR EH PDUNHG XS IRU W\SHVHWWLQJ� LW VKDOO EH PDUNHG XS IURP D W\SRJUDSKLF 
VSHFLILFDWLRQ WKDW ZLOO HQDEOH LW WR EH W\SHVHW E\ DQ DSSURSULDWH FRPSRVLWLRQ PHWKRG�

��� 6SHFLILFDWLRQ IDFWRUV

7KH W\SRJUDSKLFDO GHVLJQHU RU FRS\ HGLWRU VKDOO SURYLGH GDWD RQ�

D� GHVLJQDWLRQV DQG VL]HV RI�

�� W\SHIDFHV DQG IRQWV�

�� VSHFLDO FKDUDFWHUV�

�� UXOHV� ERUGHUV DQG RUQDPHQWV�

E� OLQH OHQJWK �PHDVXUH��

F� LQWHUFROXPQ VSDFLQJ �JXWWHU��

G� LQWHUOLQH VSDFLQJ �EDVH OLQH WR EDVH OLQH��

H� FKDUDFWHU VSDFLQJ�

I� ZRUG VSDFLQJ�

J� MXVWLILFDWLRQ�

K� UDQJLQJ�

�� IOXVK OHIW�

�� IOXVK ULJKW�

�� FHQWUH�

L� LQGHQWLRQ�

M� K\SKHQDWLRQ �ZRUG EUHDNV DW HQG RI OLQHV��
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� 0DUNV IRU FRS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ

��� 7KH PDUNV WR EH XVHG IRU PDUNLQJ XS FRS\ IRU FRPSRVLWLRQ DQG IRU WKH FRUUHFWLRQ RI W\SHVHWWHUVª SURRIV 
VKDOO EH DV VKRZQ LQ 7DEOH ��
127( �  7KH PDUNV LQ 7DEOH � DUH FODVVLILHG DV�

D� JURXS $� JHQHUDO�
E� JURXS %� GHOHWLRQ� LQVHUWLRQ� DQG VXEVWLWXWLRQ�
F�  JURXS &� SRVLWLRQLQJ�
G� JURXS '� VSDFLQJ�

127( �  (DFK LWHP LQ 7DEOH � LV JLYHQ D VLPSOH DOSKDQXPHULF VHULDO QXPEHU GHQRWLQJ WKH FODVVLILFDWLRQ JURXS WR ZKLFK LW EHORQJV DQG
LWV SRVLWLRQ ZLWKLQ WKH JURXS�

127( �  7KH PDUNV KDYH EHHQ GUDZQ NHHSLQJ WKH VKDSHV DV VLPSOH DV SRVVLEOH DQG XVLQJ VL]HV WKDW UHODWH WR QRUPDO SUDFWLFH�

��� 7KH VKDSHV RI WKH PDUNV VKDOO EH IROORZHG DV FORVHO\ DV SRVVLEOH E\ DOO ZKR ZULWH WKHP�

��� )RU HDFK HGLWRULDO PDUN�XS RQ RULJLQDO FRS\� D GLVWLQFW PDUN VKDOO EH PDGH LQ WKH WH[W RQO\� QRW LQ WKH 
PDUJLQ�

��� )RU HDFK SURRI FRUUHFWLRQ LQVWUXFWLRQ D GLVWLQFW PDUN VKDOO EH PDGH�

D� LQ WKH WH[W� WR LQGLFDWH WKH H[DFW SODFH WR ZKLFK WKH LQVWUXFWLRQ UHIHUV�

E� LQ WKH PDUJLQ� WR VLJQLI\ RU DPSOLI\ WKH PHDQLQJ RI WKH LQVWUXFWLRQ�
127(  6RPH LQVWUXFWLRQV KDYH D FRPELQHG WH[WXDO DQG PDUJLQDO PDUN�

��� :KHUH D QXPEHU RI SURRI FRUUHFWLRQ PDUNV RFFXU LQ RQH OLQH� WKH PDUJLQDO PDUNV VKDOO EH GLYLGHG 
EHWZHHQ WKH OHIW DQG ULJKW PDUJLQV ZKHUH SUDFWLFDEOH� WKH RUGHU EHLQJ IURP OHIW WR ULJKW LQ ERWK PDUJLQV�

��� 6SHFLILFDWLRQ GHWDLOV� FRPPHQWV� DQG LQVWUXFWLRQV VKDOO EH ZULWWHQ RQ WKH FRS\ RU SURRI WR FRPSOHPHQW 
WKH WH[WXDO DQG PDUJLQDO PDUNV� 6XFK ZULWWHQ PDWWHU VKDOO EH FOHDUO\ GLVWLQJXLVKDEOH IURP WKH FRS\ DQG 
IURP DQ\ FRUUHFWLRQV PDGH WR WKH SURRI� 7KLV VKDOO EH GRQH E\ FLUFOLQJ WKH PDWWHU DQG�RU E\ WKH DSSURSULDWH 
XVH RI FRORXU �VHH �����

��� 3URRI FRUUHFWLRQV VKDOO EH PDGH LQ FRORXUHG LQN WKXV�

D� W\SHVHWWHUªV OLWHUDO HUURUV PDUNHG E\ WKH W\SHVHWWHU IRU FRUUHFWLRQ� JUHHQ�

E� W\SHVHWWHUªV OLWHUDO HUURUV PDUNHG E\ WKH FXVWRPHU IRU FRUUHFWLRQ� UHG�

F� DOWHUDWLRQV DQG LQVWUXFWLRQV PDGH E\ WKH FXVWRPHU� EOXH�

� 3URRILQJ SURFHGXUH

��� 7KH W\SHVHWWHU VKDOO VXSSO\ WKH FXVWRPHU ZLWK SURRIV�

��� 2QH RI WKH SURRIV WR EH VXSSOLHG VKDOO EH WKH W\SHVHWWHUªV PDUNHG SURRI RQ ZKLFK OLWHUDO HUURUV DQG 
TXHULHV IRU WKH FXVWRPHUªV DWWHQWLRQ KDYH EHHQ PDUNHG�

��� 7KH W\SHVHWWHUªV PDUNHG SURRI VKDOO EH UHWXUQHG WR WKH W\SHVHWWHU E\ WKH FXVWRPHU ZLWK DOO DGGLWLRQDO 
FRUUHFWLRQV PDUNHG RQ LW� LQWHJUDWLQJ WKRVH PDGH E\ DXWKRU� HGLWRU� GHVLJQHU� SXEOLVKHU� HWF�� WR EHFRPH D 
PDVWHU UHIHUHQFH IRU WKH QH[W VWDJH RI WKH MRE�
127(  ,W LV UHFRPPHQGHG WKDW WKH FXVWRPHU NHHSV D FRS\ RI WKH W\SHVHWWHUªV PDUNHG SURRI� DV UHWXUQHG WR WKH W\SHVHWWHU� IRU UHIHUHQFH�

��� :KHUH WKH W\SHVHWWHU KDV GUDZQ DWWHQWLRQ WR DQ\ SDUWLFXODU SRLQW RQ WKH W\SHVHWWHUªV PDUNHG SURRI E\ 
PHDQV RI D TXHU\ �VHH 7DEOH �� PDUN $��� WKH DSSURSULDWH DXWKRULW\ VKDOO VHWWOH WKH TXHU\ E\ ZULWLQJ D FOHDU
LQVWUXFWLRQ RQ WKH SURRI RU� LI WKH PDWWHU LV DOUHDG\ FRUUHFW� VWULNH WKURXJK WKH TXHU\�

��� 7KH UHWXUQ RI WKH PDUNHG SURRI WR WKH W\SHVHWWHU VKDOO EH DFFRPSDQLHG E\�

D� DQ LQVWUXFWLRQ WKDW HLWKHU D UHYLVHG VHW RI SURRIV LV UHTXLUHG �LQGLFDWH WKH IRUP LQ ZKLFK WKHVH DUH WR EH
VXSSOLHG�� RU WKH MRE LV DSSURYHG IRU SUHVV �LQGLFDWH ZKHWKHU DSSURYDO LV VXEMHFW WR ILQDO FRUUHFWLRQV EHLQJ 
PDGH��

E� WKH VLJQDWXUH DQG VWDWXV RI WKH SHUVRQ ZKR LV UHWXUQLQJ WKH W\SHVHWWHUªV PDUNHG SURRI�

F� WKH GDWH RQ ZKLFK WKH W\SHVHWWHUªV PDUNHG SURRI LV UHWXUQHG WR WKH W\SHVHWWHU� WKLV FOHDUO\ LGHQWLILHV WKH 
SRVLWLRQ RI WKH SURRI LQ WKH SURGXFWLRQ VHTXHQFH�
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7DEOH � ¦ &ODVVLILHG OLVW RI PDUNV

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

Group A: General
No. Instruction Textual mark Marginal mark Notes
A1 End of change None

or solidus followed by a
circled number bottom
right

x2

P
Make after every
change that is not an
insertion or deletion,
i.e. followed by B1
(This is identical to B4)

Use circled number to
indicate number of
times same change is 
repeated in the same
line without
interruption

A2 Leave
unchanged under characters to

remain

M P

A3 Push down risen
spacing material

Circle blemish P
For hot metal only

A4 Refer to
appropriate
authority
anything of
doubtful
accuracy

Circle word(s) affected P

Group B: Deletion, insertion and substitution
B1 Insert in text the

matter indicated
in the margin

New matter followed by

or

x2

M P
Use circled number to
indicate number of
times same insert is
repeated in the same
line without
interruption

B2 Insert additional
matter identified
by a letter in a
diamond preceded by, for

example,

M P
The relevant section of
the copy should be
supplied with the
corresponding letter 
marked on it in a
diamond, e.g.
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No. Instruction Textual mark Marginal mark Notes 
through single
character, rule or
underline

B3  Delete

or

through all characters
to be deleted

or

x2

M P
Use for deletion at the
beginning or end of a
word and where no
space is to be left in
place of deletion. Use
circled number to
indicate number of
deletions in the same
line without
interruption

B4 Substitute
character or
substitute part
of one or more
word(s)

through character

or

through all characters

new character

or

new characters

M P

B5 Wrong font.
Replace by 
character(s) of
correct font

Circle character(s) to be
changed

P
Use to indicate wrong
typeface or size

B6  Change
damaged
character(s) or
remove
extraneous
marks

Circle character(s) to be
changed or mark(s) to
be removed

P

B7 Set in or change
to italic under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B8 Change italic to
roman/vertical
type

Circle character(s) to be
changed

M P

B9 Set in or change
to bold type under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B10 Change bold to
non-bold type

Circle character(s) to be
changed

M P

B11 Set in or change
to bold italic
type under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead
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No. Instruction Textual mark Marginal mark Notes 
B12 Change to non-

bold and non-
italic

Circle character(s) to be
changed

M P

B13 Set in or change
to capital letters under character(s) to be

set or changed

B14 Set in or change
to small capital
letters

under character(s) to be
set or changed

B15 Set in or change
to capital letters
for initial letters
and small
capital letters
for the rest of
the words 

under initial letters and

under rest of words

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B16 Change capital
letters to lower
case letters

Circle character(s) to be
changed

P

B17 Change small
capital letters to
lower case
letters

Circle character(s) to be
changed

P

B18 Turn type or
figure

Circle type or figure to
be altered

180 P
Use circled number to
give number of degrees
of rotation, e.g. 180 

B19 Substitute or
insert character
in ‘superior’
position

through character

or

where required

or

under character

e.g.
2

or
2

B20 Substitute or
insert character
in ‘inferior’
position

through character

or

where required

over character

e.g.
2

P
Do not use additional
insert or substitute
mark with these marks

B21 Substitute
ligature, e.g. ffı,
for separate
letters

through characters
affected e.g.

P

B22 Substitute
separate letters
for ligature through characters

affected

Write out separate
letters

P

ffi
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No. Instruction Textual mark Marginal mark Notes 
B23 Substitute or

insert full stop
or decimal point

through character

or

where required

M P

B24 Substitute or
insert colon through character

or

where required

M P

B25 Substitute or
insert semi-colon through character

or

where required

M P

B26 Substitute or
insert comma through character

or

where required

M P

B27 Substitute or
insert
apostrophe

through character

or

where required

or

B28 Substitute or
insert single
quotation marks

through character

or

where required

or

and/or

or

B29 Substitute or
insert double
quotation marks

through character

or

where required

or
and/or

or

M P
Do not use additional
insert or substitute
mark with these marks

B30 Substitute or
insert ellipsis or
leader dots

through character

or

where required

M P
When used as leader,
give the measure

B31 Substitute or
insert hyphen

or

through character
or space

where required

M P
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No. Instruction Textual mark Marginal mark Notes 
B32 Substitute or

insert rule through character

or

where required

M P
Give the size of the
rule in the margin
mark e.g.

1N

! !

4mm

B33 Substitute or
insert oblique through character

or

where required

M P

B34 Insert
underline

Circle characters/words Circle horizontal line M P

Group C: Positioning
C1 Start new

paragraph
M P

C2 Run on (no new
paragraph, no
new line)

M P

C3 Transpose
characters or
words

between characters or
words

M P

C4 Transpose a
number of
characters or
words

23 1 2 31
M P
Use when the
sequence cannot be
clearly indicated by
the use of C3

Circle numbers to
prevent them being
typeset 

C5 Transpose lines M P
Extend rules the full
length of matter being
transposed

C6 Transpose a
number of lines

2

3

1

P
Use when the
sequence cannot be
clearly indicated by
the use of C5

Circle numbers to
prevent them being
typeset 
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No. Instruction Textual mark Marginal mark Notes 
C7 Centre M P

C8 Indent or move
beginning of
line(s) to the
right

C9 Cancel indent or
move end of
line(s) to the left

M P
Draw vertical lines of
mark to show position
to which character(s)
are moved

C10 Set line justified
to specified
measure

and/or
P
Give the exact 
dimensions when
necessary

C11 Set column
justified to
specified
measure

M P
Give the exact 
dimensions when
necessary

C12 Unjustify

or

M P
Use mark on side of
line/column to be
unjustified

C13 Move specified
matter to the
right

C14 Move specified
matter to the left

P
Draw vertical line to
show position to which
matter is moved

C15 Take over
character(s),
word(s) or line to
next line,
column or page

P
The textual mark
surrounds the matter
to be taken over and
extends into the
margin

enclosing matter
to be centred

enclosing matter to
be moved to the right

enclosing matter to
be moved to the left
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No. Instruction Textual mark Marginal mark Notes 
C16 Take back

character(s),
word(s), or line
to previous line,
column or page

P
The textual mark
surrounds the matter
to be taken back and
extends into the
margin

C17 Raise matter

over matter to be raised

under matter to be
raised

P
Give the exact 
dimensions when
necessary

(Use D8 for insertion of
space between lines or
paragraphs in text)

C18 Lower matter

over matter to be
lowered

under matter to be
lowered

P
Give the exact 
dimensions when
necessary

(Use D9 for reduction
of space between lines
or paragraphs in text)

C19 Move matter to
position
indicated

Enclose matter to be moved and indicate new
position

P
Give the exact 
dimensions when
necessary

C20 Correct vertical
alignment 

P

C21 Correct
horizontal
alignment 

Single line above and
below misaligned
matter

e.g.

misaligned

P
The marginal mark is 
placed level with the
head and foot of the
relevant line

Group D: Spacing
D1 Close up. Delete

space between
characters or
words

linking characters
M P

D2  Insert or
substitute space
between
characters or
words

through character
or

where required

M P
Give the size of the
space to be inserted
when necessary 



%6 �����������

�� � %6, �� $XJXVW ����

7DEOH � ¦ &ODVVLILHG OLVW RI PDUNV �FRQWLQXHG�

No. Instruction Textual mark Marginal mark Notes 
D3 Reduce space

between
characters or
words

|
between characters or
words affected

M P
Give amount by which
the space is to be
reduced when
necessary

D4 Make space
equal between
characters or
words in entire
line

|
between characters or
words affected

M P

D5 Insert or
substitute thin
space

through character

or

where required

M P

D6 Insert or
substitute fixed
space

through character

or

where required or

2pt M P
Circle numbers to
prevent them being
typeset 

D7 Close up to
normal interline
spacing each side of column

linking lines

M P
The marks are in the
margin

D8 Insert space
between lines or
paragraphs or

M P
The mark extends
between the lines of
text. Give the size of
the space to be inserted
when necessary 

D9 Reduce space
between lines or
paragraphs or

M P
The mark extends
between the lines of
text. Give the amount
by which the space is
to be reduced when
necessary



%6 �����������

� %6, �� $XJXVW ���� ��

$QQH[ $ �LQIRUPDWLYH�
6SHFLPHQV RI PDUNHG DQG UHYLVHG SURRIV

)RU UHDVRQV RI HFRQRP\ WKH PDUNV LQ WKLV VSHFLPHQ DUH SULQWHG LQ EODFN� 7KH FRORXUV WR EH XVHG ZKHQ 
PDNLQJ SURRI FRUUHFWLRQV DUH VSHFLILHG LQ ����



%6 �����������

�� � %6, �� $XJXVW ����

0DUNHG SURRI RI WH[W



%6 �����������

� %6, �� $XJXVW ���� ��

5HYLVHG SURRI RI WH[W LQFRUSRUDWLQJ FRUUHFWLRQV



%6 �����������

� %6, �� $XJXVW ������

%LEOLRJUDSK\

%6 ������������ &RS\ SUHSDUDWLRQ DQG SURRI FRUUHFWLRQ ¦ 3DUW �� 6SHFLILFDWLRQ IRU PDUNV IRU PDWKHPDWLFDO
FRS\ SUHSDUDWLRQ DQG PDWKHPDWLFDO SURRI FRUUHFWLRQ DQG WKHLU XVHV�



EODQN



%6 �����������

%6,

��� &KLVZLFN +LJK 5RDG

/RQGRQ

:� �$/

%6, ¦ %ULWLVK 6WDQGDUGV ,QVWLWXWLRQ
%6, LV WKH LQGHSHQGHQW QDWLRQDO ERG\ UHVSRQVLEOH IRU SUHSDULQJ
%ULWLVK 6WDQGDUGV� ,W SUHVHQWV WKH 8. YLHZ RQ VWDQGDUGV LQ (XURSH DQG DW WKH 
LQWHUQDWLRQDO OHYHO� ,W LV LQFRUSRUDWHG E\ 5R\DO &KDUWHU�

5HYLVLRQV

%ULWLVK 6WDQGDUGV DUH XSGDWHG E\ DPHQGPHQW RU UHYLVLRQ� 8VHUV RI 
%ULWLVK 6WDQGDUGV VKRXOG PDNH VXUH WKDW WKH\ SRVVHVV WKH ODWHVW DPHQGPHQWV RU 
HGLWLRQV�

,W LV WKH FRQVWDQW DLP RI %6, WR LPSURYH WKH TXDOLW\ RI RXU SURGXFWV DQG VHUYLFHV� 
:H ZRXOG EH JUDWHIXO LI DQ\RQH ILQGLQJ DQ LQDFFXUDF\ RU DPELJXLW\ ZKLOH XVLQJ 
WKLV %ULWLVK 6WDQGDUG ZRXOG LQIRUP WKH 6HFUHWDU\ RI WKH WHFKQLFDO FRPPLWWHH 
UHVSRQVLEOH� WKH LGHQWLW\ RI ZKLFK FDQ EH IRXQG RQ WKH LQVLGH IURQW FRYHU�
7HO� ��� ����� ���� ����� )D[� ��� ����� ���� �����

%6, RIIHUV PHPEHUV DQ LQGLYLGXDO XSGDWLQJ VHUYLFH FDOOHG 3/86 ZKLFK HQVXUHV 
WKDW VXEVFULEHUV DXWRPDWLFDOO\ UHFHLYH WKH ODWHVW HGLWLRQV RI VWDQGDUGV�

%X\LQJ VWDQGDUGV

2UGHUV IRU DOO %6,� LQWHUQDWLRQDO DQG IRUHLJQ VWDQGDUGV SXEOLFDWLRQV VKRXOG EH 
DGGUHVVHG WR &XVWRPHU 6HUYLFHV� 7HO� ��� ����� ���� ����� 
)D[� ��� ����� ���� ����� (PDLO� RUGHUV#EVL�JOREDO�FRP� 6WDQGDUGV DUH DOVR 
DYDLODEOH IURP WKH %6, ZHEVLWH DW KWWS���ZZZ�EVL�JOREDO�FRP�

,Q UHVSRQVH WR RUGHUV IRU LQWHUQDWLRQDO VWDQGDUGV� LW LV %6, SROLF\ WR VXSSO\ WKH 
%6, LPSOHPHQWDWLRQ RI WKRVH WKDW KDYH EHHQ SXEOLVKHG DV %ULWLVK 6WDQGDUGV� 
XQOHVV RWKHUZLVH UHTXHVWHG�

,QIRUPDWLRQ RQ VWDQGDUGV

%6, SURYLGHV D ZLGH UDQJH RI LQIRUPDWLRQ RQ QDWLRQDO� (XURSHDQ DQG 
LQWHUQDWLRQDO VWDQGDUGV WKURXJK LWV /LEUDU\ DQG LWV 7HFKQLFDO +HOS WR ([SRUWHUV 
6HUYLFH� 9DULRXV %6, HOHFWURQLF LQIRUPDWLRQ VHUYLFHV DUH DOVR DYDLODEOH ZKLFK JLYH
GHWDLOV RQ DOO LWV SURGXFWV DQG VHUYLFHV� &RQWDFW WKH ,QIRUPDWLRQ &HQWUH� 
7HO� ��� ����� ���� ����� )D[� ��� ����� ���� ����� (PDLO� LQIR#EVL�JOREDO�FRP�

6XEVFULELQJ PHPEHUV RI %6, DUH NHSW XS WR GDWH ZLWK VWDQGDUGV GHYHORSPHQWV
DQG UHFHLYH VXEVWDQWLDO GLVFRXQWV RQ WKH SXUFKDVH SULFH RI VWDQGDUGV� )RU GHWDLOV
RI WKHVH DQG RWKHU EHQHILWV FRQWDFW 0HPEHUVKLS $GPLQLVWUDWLRQ� 
7HO� ��� ����� ���� ����� )D[� ��� ����� ���� ����� 
(PDLO� PHPEHUVKLS#EVL�JOREDO�FRP�

,QIRUPDWLRQ UHJDUGLQJ RQOLQH DFFHVV WR %ULWLVK 6WDQGDUGV YLD %ULWLVK 6WDQGDUGV 
2QOLQH FDQ EH IRXQG DW KWWS���ZZZ�EVL�JOREDO�FRP�EVRQOLQH�

)XUWKHU LQIRUPDWLRQ DERXW %6, LV DYDLODEOH RQ WKH %6, ZHEVLWH DW
KWWS���ZZZ�EVL�JOREDO�FRP�

&RS\ULJKW

&RS\ULJKW VXEVLVWV LQ DOO %6, SXEOLFDWLRQV� %6, DOVR KROGV WKH FRS\ULJKW� LQ WKH 
8.� RI WKH SXEOLFDWLRQV RI WKH LQWHUQDWLRQDO  VWDQGDUGL]DWLRQ ERGLHV� ([FHSW DV
SHUPLWWHG XQGHU WKH &RS\ULJKW� 'HVLJQV DQG 3DWHQWV $FW ���� QR H[WUDFW PD\ EH 
UHSURGXFHG� VWRUHG LQ D UHWULHYDO V\VWHP RU WUDQVPLWWHG LQ DQ\ IRUP RU E\ DQ\
PHDQV ¥  HOHFWURQLF� SKRWRFRS\LQJ� UHFRUGLQJ RU RWKHUZLVH ¥ ZLWKRXW SULRU ZULWWHQ 
SHUPLVVLRQ IURP %6,�

7KLV GRHV QRW SUHFOXGH WKH IUHH XVH� LQ WKH FRXUVH RI LPSOHPHQWLQJ WKH VWDQGDUG�
RI QHFHVVDU\ GHWDLOV VXFK DV V\PEROV� DQG VL]H� W\SH RU JUDGH GHVLJQDWLRQV� ,I WKHVH
GHWDLOV DUH WR EH XVHG IRU DQ\ RWKHU SXUSRVH WKDQ LPSOHPHQWDWLRQ WKHQ WKH SULRU
ZULWWHQ SHUPLVVLRQ RI %6, PXVW EH REWDLQHG�

'HWDLOV DQG DGYLFH FDQ EH REWDLQHG IURP WKH &RS\ULJKW 	 /LFHQVLQJ 0DQDJHU� 
7HO� ��� ����� ���� ����� )D[� ��� ����� ���� ����� 
(PDLO� FRS\ULJKW#EVL�JOREDO�FRP�


