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 Preface to 2016 Formats 
This updated edition of Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 has been created to bring Braille Formats into line 
with Unified English Braille (UEB). 
With the implementation of UEB, some of the guidelines set forth in 
Braille Formats, 2011 no longer applied and some just needed to be 
tweaked a bit. As you read through and apply these guidelines, you 
will find that you agree with some of the decisions made and you will 
not agree with others. This document was a study in compromise for 
the committee. We did our best to provide clear, concise guidelines 
that will allow readers to most accurately receive the information 
provided in a braille transcription. 
As you use this document, please note that sample transcriber’s notes 
are just that—samples. They are intended to be used as a guide when 
writing notes in transcriptions. The exact wording shown in the 
samples may or may not need to be adjusted to apply to the specific 
document you are transcribing. Please carefully consider what the note 
says before including it in any text. 
I’d like to thank the committee members for their input and help. 

Cindi Laurent, Chair (2014–2016) 
Marilyn Breedlove (2015–2016) 
Randy Davis (2015–2016) 
Dena Garrett (2003–2015) 
Tina S. Herzberg, Ph.D. (2014–2016) 
Norma MacDonald (2014–2016) 
Susan Spicknall (2015–2016) 
Dorothy Worthington (2007–2016) 
Constance Risjord, Consultant (2014–2016) 
Saul Garza, BANA Board Liaison (2015–2016) 
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 Preface to 2011 Formats 
This new edition of Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 is more than a revision of the 1997 edition. 
Extensive changes have been made, and this book now supersedes all 
previous editions and updates. A partial list of the changes may be 
found in Appendix A. 
The original intent of this revision was that English Braille American 
Edition would be revised at the same time and that all of the 
formatting decisions for both literary and technical materials would be 
covered in this document. As EBAE is not yet complete there will be a 
period during which they overlap. Where there are conflicts follow 
Braille Formats: Principles of Print-to-Braille Transcription, 2011. 
Another guideline which is nearing completion is the revised Foreign 
Language Guidelines for Braille Transcription. Again, during the 
overlapping period, where there are conflicts follow Braille Formats: 
Principles of Print-to-Braille Transcription, 2011. 
The basic philosophy behind the changes in Braille Formats: Principles 
of Print-to-Braille Transcription, 2011 is simplicity. Decisions were 
based on readability and comprehension for braille readers. It is 
expected that these guidelines will be applied unless a situation is not 
covered. Making the guidelines straightforward allows transcribers to 
make decisions when confronted with material not specifically 
addressed within these sections. BANA made the decision that this 
document is to serve as a set of guidelines. The choice of the word 
Section as a heading has its roots in the idea that this document is a 
set of guidelines, and there is not a hard and fast rule for everything 
encountered in print. The committee tried to make Braille Formats as 
simple to follow as possible, to eliminate exceptions, and to minimize 
cross references. Repetition of some material keeps cross references 
to a minimum. 
We have asked the braille readers on the committee to add a rationale 
at the beginning of most of the sections to explain why we have made 
the changes. It is called the Braille Reader’s Perspective. 
The changes in the layout to Braille Formats: Principles of Print-to-
Braille Transcription, 2011 are obvious immediately. 
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Presentation of Guidelines. Each section is complete, with few 
references to other sections. A hierarchy of information is used to 
present basic material first, followed by more detailed concepts. 

Decimal Numbering. The change in numbering connects all elements 
of the sections and subsections. 

Examples. Short examples are embedded within the guidelines and 
longer examples at the end of each section. This allows the reader 
to see how the guidelines are intended to be used and eliminates 
the need to hunt through full-page examples for a few lines. 

Sectional Page Numbering. This new page numbering provides a 
way for updates to be added to Braille Formats more easily. 

Appendices. There are several appendices covering blank lines, 
foreign language symbols, interpoint guidelines, agency decisions, 
and a glossary. 

There are four major format changes from the 1997 edition. 
Braille Page Numbering. A distinction is made between transcriber 

inserted pages and print pages, which allows us to retain front 
matter print page order. 

Headings. A new heading level accommodates the need for additional 
distinction in today’s textbooks. 

Nested Lists. All multilevel lists are formatted the same and the 
principles apply for all situations. Each level is indented two cells, 
with all runovers in the same cell. Readers report that as soon as 
they get to the first runover line they know how many levels they 
are reading. This avoids confusion with clashing indent and runovers 
in the same cell. 

Footnotes. Most footnotes are now at the end of the print page. This 
enables the flow of thought to be preserved. There is a new generic 
footnote indicator which will be used with all types of footnotes. 

Lynnette Taylor, Chair (1998-2011) 
Deborah Brown (1998-2011) 
Susan Christensen (2001-2011) 
Dena Garrett (2003-2011) 
Debbie Gillespie (1998-2011) 
Ann Kelt (1999-2011) 
Sandy Smith (2000-2011) 
Dorothy Worthington (2007-2011) 
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1.1 Fundamentals 
1.1.1 Braille Formats: Principles of Print-to-Braille Transcription, 

2016 (called guidelines in the following sections) provides a 
foundation for transcribing content in an accurate and 
consistent manner. This document is a set of guidelines that 
should be used to make structuring decisions. As print is 
evolving constantly, it is neither possible nor practical to 
provide directives for all potential transcription problems. 
Today’s transcriber will encounter unique print conventions 
and is expected to use experience and judgment in adapting 
the best practices provided in these guidelines when 
encountering situations not covered here. 

1.1.2 All decisions concerning the formation or placement of braille 
dots or symbols conform to the most recent editions of The 
Rules of Unified English Braille (UEB) (called UEB in the 
following sections) and to the rules and usages set forth in 
these guidelines. Exceptions are noted in Formats, §1.2, 
Technical and Specialized Materials of these guidelines and 
conform to those codes and any additional specialized braille 
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rules or guidelines adopted by BANA following the adoption 
of this document. 

1.1.3 Agencies may have specific requests for the format of print-
to-braille material such as double-spacing, use of contracted 
or uncontracted braille, interpoint or single-sided embossing, 
inclusion or exclusion of some materials, and special 
formatting requests such as interlining. 

1.1.4 A transcriber does not edit text. 
1.1.5 Print format cannot always be followed. If a particular 

format or font attribute cannot be represented in braille, the 
reader should be made aware of it through the use of a 
transcriber’s note or other device. 

1.1.6 Clarity of presentation always supersedes concerns about 
space. Space saving is not the primary consideration. 

1.1.7 A transcriber examines the print before beginning a 
transcription in order to structure the text consistently. 

1.1.8 Text is transcribed as printed, with the wording and 
sequence retained. Marginal materials are placed where 
appropriate for their format. 

1.1.9 Expendable materials follow the same formatting guidelines 
as permanent materials. An agency may require some 
modifications, e.g., retaining space for the student’s name 
and date, leaving extra blank lines for writing answers, etc. 

1.1.10 A transcriber notifies the issuing agency when print cannot 
be transcribed. An example might be a book that is primarily 
pictures. 

1.1.11 Print running headers and footers are ignored in braille. 
These often include the chapter or lesson title, the book 
title, etc. 

1.1.12 A Braille Reader’s Perspective. These guidelines are 
written so transcribers can produce the best possible braille 
for readers. In the past, BANA has issued rules that 
transcribers have been expected to follow even though many 
of them have never met a braille reader or seen braille read. 
We hope A Braille Reader’s Perspective gives transcribers 
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direction when interpreting the guidelines, especially in 
unusual situations. 

1.2 Technical and Specialized Materials 
1.2.1 Transcriptions of technical and specialized material must be 

undertaken only by transcribers who are trained in the use 
of the appropriate braille codes and guidelines, including all 
updates. See the BANA website at www.brailleauthority.org 
for the most current code documents. There are guidelines 
for many different types of materials, including but not 
limited to, knit/crochet directions, music, tactile graphics, 
mathematics, and other technical materials. The website will 
provide additional guidelines as they are developed. 

1.2.2 Graphics. Use the current Guidelines and Standards for 
Tactile Graphics when creating tactile graphics. The 
guidelines are available at 
http://www.brailleauthority.org/tg/index.html. 

1.2.3 Foreign Language. The use of contractions in foreign 
language within an English context has been approved by 
BANA. See Formats, §1.16, Foreign Material in English 
Context, for instructions on transcribing these types of 
materials. 

1.2.4 Linguistics. The transcription of materials using specialized 
linguistics symbols of the International Phonetic Alphabet 
must be done in accordance with the IPA Braille guidelines 
found at http://www.brailleauthority.org/ipa/ipa-braille.html. 

1.2.5 Music Notation. The transcription of all music notation 
must be done in accordance with the provisions of the 
current Music Braille Code, available at 
http://www.brailleauthority.org/music/music.html. 

1.2.6 Mathematics and Science. When transcribing technical 
content (e.g., mathematics, statistics, physics, or chemistry) 
that appears throughout the book, the materials should be 
transcribed according to UEB or Nemeth based on the 
specifications of the requesting entity. Consistency within a 
transcription is required. The following materials are 
available for reference: 

http://www.brailleauthority.org/
http://www.brailleauthority.org/tg/index.html
http://www.brailleauthority.org/ipa/ipa-braille.html
http://www.brailleauthority.org/music/music.html
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a. Nemeth Braille Code for Mathematics and Science 
Notation, 1972 Revision, (and applicable updates). See 
the Guidance for Transcription Using the Nemeth Code 
within UEB Context available at 
http://www.brailleauthority.org/mathscience/math-science.html. 

b. Unified English Braille Guidelines for Technical Material is 
a supplement to the UEB Rulebook that provides 
additional examples for technical materials transcribed 
using UEB. This reference is available at 
http://www.iceb.org/guidelines_for_technical_material_2014.pdf. 

1.3 Partially Technical Works 
1.3.1 Books with occasional mathematical or scientific terminology 

and notation are transcribed using UEB as the primary code. 
Consistency within a transcription is required. 

1.3.2 Text containing technical notation throughout the 
transcription requires notice of this usage on the 
Transcriber’s Notes page. Samples: 

Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007-2016 updates and the Guidance for 
Transcription Using the Nemeth Code within UEB Context. 

Tactile graphics are produced according to the Guidelines 
and Standards for Tactile Graphics, 2010. 

a. Use of these codes requires knowledge and 
understanding of the code. It is the transcriber’s 
responsibility to seek assistance from a code specialist to 
ensure an accurate transcription of the technical content. 

b. See Formats, §2.6, Transcriber’s Notes Page, for detailed 
information about the Transcriber’s Notes page. 

1.4 Definitions, Format, and Terminology 
1.4.1 These guidelines contain definitions that identify print 

materials for which specific braille formats are provided. 
Regardless of print terminology, material in the braille 
edition is identified and transcribed according to the 
appropriate guideline definition. For example, columnar 
materials may be referred to as lists, columns, tables, or 

http://www.brailleauthority.org/mathscience/math-science.html
http://www.iceb.org/guidelines_for_technical_material_2014.pdf
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even figures in print. In braille, the material is identified first 
as fitting one of the specific definitions given for columnar 
material, lists, or tables and then transcribed accordingly. 

1.4.2 Blocked refers to text alignment in which all lines begin at 
the same left margin. 

1.4.3 Formatting patterns of paragraph indentation and runover 
lines are shown as two numbers separated by a hyphen. The 
first number is the paragraph indent and the second number 
is the runover, e.g., use 1-3 format for lists and 3-1 format 
for indented paragraphs. 

1.4.4 A nested list, a list within a list, has main entries and at 
least one level of subentries. 
The main entry begins in cell 1. Each subentry level begins 
two cells to the right of the previous level. All runovers begin 
two cells to the right of the farthest indented subentry. 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 

1.4.5 Displayed material refers to text set off by blank lines and/or 
a different margin. 

Example 1-1: Displayed Material (Print Only) 

 

1.4.6 Embedded material refers to text inserted within a 
paragraph. 
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Example 1-2: Embedded Material (Print Only) 

 

1.5 Formatting for Magazines or Newsletters in 
Noninstructional Material 
Where it is desirable to indicate ends of articles, stories, 
etc., a termination line consisting of a dot 5 followed by 12 
consecutive dots 2-5 should be centered on a new line. Do 
not insert blank lines above or below this line unless 
required by other formats, e.g., headings, lists, poetry, etc. 
If there is insufficient room below the termination line for 
the heading and the first line of text, the new item should 
begin on a new page. 

1.6 Volume Information 
1.6.1 Volume Size. An agency may specify maximum braille 

volume size for the transcriptions that it sponsors. The 
decision may be based on the reading level, especially for 
lower grades. Volume size is dependent also on output as 
either single-side or interpoint. 
a. End a braille volume with a logical break in content, e.g., 

at the end of a unit, part, chapter, or section. 
b. Adherence to this principle is more important than 

maintaining uniform volume size throughout the braille 
edition. 

1.6.2 Volume Numbering. Volumes are given consecutive arabic 
numbers that are to be: 
a. Placed on all title pages. 
b. Indicated in the table of contents for the first volume. 

(See Formats, §2.10.3, Headings.) 
c. Placed on the cover label. (See Formats, §1.17, Volume 

Labels.) 
1.6.3 Preliminary Volumes. A volume composed entirely of 

transcriber-generated pages, the table of contents, and 
other front matter is labeled as a “Preliminary Volume.” 
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a. The volume designation on the title page is “Preliminary 
Volume.” 

b. An arabic number is added if there is more than one 
preliminary volume, i.e., “Preliminary Volume 2.” 

c. An agency may designate “Preliminary Volume” as 
“Volume 1.” 

1.6.4 Supplemental Volumes. A volume composed entirely of 
segments of back matter (e.g., glossary, handbook, index, 
etc.) may be labeled as a supplement. This can be useful 
when the book is not transcribed from front to back and 
volume divisions are not known. 
a. The volume designation on the title page is “Supplement” 

followed by the number of the supplement, e.g., 
“Supplement 2.” 

b. The volume designation may be specific when the entire 
volume is composed of a single type of back matter. For 
example, “Supplement 1: Glossary.” 

1.6.5 End of Volume. Indicate the end of each volume on the last 
page. 
a. In each volume include a centered-and-numbered 

volume statement enclosed in transcriber’s note 
indicators: End of Volume __. 

b. In the final volume include a centered end-of-book 
statement enclosed in transcriber’s note indicators: The 
End. 

c. Whenever possible, precede the end-of-volume 
statement with a blank line. 

Example 1-3: End-of-Volume Statement within Braille Page 

5 .1,9f]⠀,:y⠀d⠀sci5ti/s 2lieve t 

6 mito*ondria⠀may⠀h⠀be5⠀9vad]s ( e>ly 

7 cells8 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀@.<,5d ( ,volume #c@.> 

d. When text ends on the next to last line of a page, the 
end-of-volume statement may be placed on the last line. 
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Example 1-4: End-of-Volume Statement on Line 25 

22 .1,9f]⠀,:y⠀d⠀sci5ti/s 2lieve t 

23 mito*ondria⠀may⠀h⠀be5⠀9vad]s ( e>ly 

24 cells8 

25 ⠀⠀⠀⠀⠀⠀⠀⠀@.<,5d ( ,volume #c@.>⠀⠀⠀⠀⠀⠀⠀#,- 

e. When the text ends on the last line of a page, the end-of-
volume statement may be included on the line if it is 
preceded and followed by three blank cells. 

Example 1-5: End-of-Volume Statement Added to Line 25 

23 .1,9f] ,:y⠀d sci5ti/s 2lieve t 

24 mito*ondria may h be5 9vad]s ( e>ly 

25 cells8⠀⠀⠀@.<,5d ( ,volume #c@.>⠀⠀⠀⠀⠀⠀#,- 

f. When there is not sufficient room for the text and end-of-
volume statement at the end of the page, carry one line 
of text to the next page. 

g. Transcribe the end-of-volume statement on the last 
page, regardless of format (such as glossaries). 

Example 1-6: End-of-Book Statement in Glossary 

20 zygote3 f]tiliz$ egg 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀@.<,! ,5d@.> 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

24 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀vitam9,-zygote⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 

h. The end-of-volume statement follows print indications of 
the end of a play, when a phrase such as “Curtain 
Falling” occurs as the last text in the volume. 

1.7 Page Size, Line Length, and Line Spacing 
1.7.1 Materials are usually embossed on 11½″ × 11″ braille paper 

with 25 lines, with a maximum of 40 cells per line. Single 
line spacing is used. 
a. An agency may specify the page size and line length to 

be used in transcriptions that it sponsors. 
b. An agency may request double-spacing. 
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1.7.2 Double-spacing is often requested when a reader is learning 
braille. 
a. Use two blank lines wherever there is normally one blank 

line. 
b. Insert a blank line before and after a page change 

indicator. 
Exceptions: 
c. Single-space title pages and supplementary title pages. 
d. Single-space puzzles, such as crosswords and word 

searches. 
e. Single-space tables. 
f. Single-space spatial equations. 
g. Do not insert any blank lines after a top box line. 
h. Do not insert any blank lines before a bottom box line. 
i. Do not insert any blank lines between column headings 

and the separation line. 
1.7.3 If print interlining is requested, the print must appear word-

for-word above the braille. 

1.8 Titles and Running Heads 
1.8.1 Titles. The complete book title, including a grade level (if 

indicated in print), subtitle, series title, and edition name or 
number, appears on the first line(s) of braille page 1 in each 
volume. 
a. Center the title on line 1, and other lines as necessary. 
b. Follow print for capitalization. 
c. Leave a minimum of three blank cells before the start of 

the title. 
d. Leave a minimum of three blank cells between the end of 

the title and the print page number. 
e. Insert a blank line following the title information. 

1.8.2 Running Heads. If a braille running head is used, it 
appears on the first line of every page, except the title page 
and the first page of text in each volume where the full title 
is indicated. 
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The running head is centered on the available cells of the 
first line, i.e., leaving at least three blank cells at both the 
beginning of the line and before the print page number. 
a. A blank line is not inserted after a running head unless it

is required by other formats, e.g., headings, lists, etc.
b. The running head is limited to one braille line, and the

same wording and capitalization is used on all pages of
all volumes in a transcription.

c. The running head is formed from the title on the print
title page.

d. Follow print for the capitalization.
e. If a title is too long to use as the running head, either

adjust capitalization or choose key words from the title.

Example 1-7: Running Head 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,explor+ ,psy*ology   #c

1.9 
1.9.1 

Paragraph Format 
Follow print for capitalization at the beginning of a 
paragraph. 

Example 1-8: Uppercase Used at Beginning of Paragraph 

,,,! old woman foll[$ !m,' home f !

groc]y /ore4 

1.9.2 Use 3-1 margins for indented paragraphs. 
1.9.3 Use 1-1 margins for blocked paragraphs. A blank line 

precedes each blocked paragraph, unless it follows a cell-5 
or cell-7 heading. 
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Exception: Use indented paragraphs when an entire text is 
printed in blocked paragraphs. Note this change on the 
Transcriber’s Notes page. 

1.9.4 Numbered or lettered paragraphs that do not indicate a list 
are indented or blocked as they are in print. In a numbered 
paragraph the numbers are present typically for discussion. 
In a list the numbers are present for itemizing. 

1.9.5 Follow print when print uses a blank line to show a break in 
context. Follow print when the break in context is shown 
using some type of print symbol. Center the braille 
equivalent on a separate line. If print uses more than one 
symbol, place a space between each symbol. If print uses a 
symbol for which there is no braille equivalent, use a 
transcriber-defined symbol. 

1.10 Word Division 
1.10.1 Do not divide words at the end of a line except for purposes 

of instruction (e.g., in grammars or spellers), or in line-
numbered prose or poetry. Hyphenated compound words 
may be divided between lines at an agency’s discretion. 
Follow print for syllabification when words are divided for 
purposes of instruction. Follow print when words are divided 
between print pages. 

1.11 Print Page Numbers 
1.11.1 All print page numbers, including front matter pages, are 

included in braille. The print page number is located at the 
end of line 1. 
Exception: Pages of text at the end of the book that are not 
included in the braille volume do not have to be accounted 
for, e.g., photo credits. 

1.11.2 When a print page begins at the top of a braille page, the 
print page number is placed to end at the right margin on 
the first line with three or more blank cells left between the 
end of the text, or running head, and the page number. 

1.11.3 When a new print page begins in the middle of a braille 
page, the print page number is preceded by the page 
change indicator. The indicator, a line of unspaced dots 36, 
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is on the same braille line as the page number, starting at 
the left margin and ending with the new page number at the 
right margin. There is no space between the page change 
indicator and the first symbol of the print page number. 

Example 1-9: Page Change Indicator Mid-Braille Page 

text 

-------------------------------------#bb 

3t9ues on ! l9e af ! 9dicator4 

a. The presence of the print page change indicator does not 
affect the use of blank lines. 

b. Insert a blank line before the page change indicator when 
the text ending the print page would normally be 
followed by a blank line. (See Sample 1-1: List at End of 
Print Page on page 1-21.) 

c. Insert a blank line after the page change indicator when 
the new print page starts with a format that normally is 
preceded by a blank line. (See Sample 1-2: Heading at 
Beginning of Print Page on page 1-22.) 

d. Use only one blank line following a page change indicator 
when the guidelines require a blank line before and after 
a page change indicator. 
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Example 1-10: Blank Line After Page Change Indicator 

 

d[n 

t]ritory 

migrate 

------------------------------------#cfj 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,*oose ! lr ( ! answ] t be/ 

⠀⠀⠀⠀completes ea* /ate;t4 

#a4 ,: ( ^! is a bird ( prey8 

⠀⠀a4 eagle 

⠀⠀;b4 444 

1.11.4 Begin the new print page on the next braille page when 
there is not enough room for the page change indicator and 
one line of text (other than a heading). Page change 
indicators may appear on line 2 following a line of text, or on 
line 3 after a running head and one line of text. 

1.11.5 Implied Page Numbers. For a number of reasons, a print 
page may not show a page number, yet it is implied. In 
braille, the print page number is inserted whether or not it 
appears in print. 
a. An image may cover the area where the page number 

normally appears, and the page number is not shown. 
The page number is implied. 

b. Page numbers do not always appear on the first pages in 
the front matter. The page numbers are implied when the 
print page numbers start with something other than i or 1. 
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1.11.6 No Print Page Numbers. Some books have no page 
numbers or there are sections of text without numbers. For 
example, a section of photographs with captions but without 
page numbers may be inserted between two consecutive 
page numbers. Sections at the end of the book also may be 
unnumbered. 
a. Insert a row of unspaced dots 36 across the width of the 

line to indicate print page changes. 
b. Continue braille page numbering on these pages. 
c. If the page change indicator would fall on line 25, move it 

to the next braille page. 
d. The page change indicator can be placed on line 1 if no 

running head is used. 
e. If the page change indicator would fall at the top of a 

braille page, and a running head is used, place the page 
change indicator on line 2. No blank line is required 
between the running head and the page change indicator. 

1.11.7 Lettered Continuation Pages. Material on a print page 
typically continues on one or more braille pages. 
a. Place the same print page number to end at the right 

margin on line 1 of each of these pages. 
b. Precede the page number by an unspaced a for the first 

continued page, b for the second, etc. These letters are 
transcribed without the grade 1 indicator, and the usual 
three blank cells are left between the end of the text or 
running head and the lettered page number. 

Example 1-11: Lettered Continuation Pages (Print Only) 

 

c. Use double letters, aa, bb, etc., when the continuation 
page number goes beyond z. 
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1.11.8 Combined Print Page Numbers. When the first page of 
text does not begin with a page numbered as i, I, or 1, or 
has some other logical sequence of numbers, a combined 
print page number is inserted to account for the preceding 
pages. Do not combine different types of numbering 
systems, e.g., roman and arabic numerals. 
a. Combine the initial roman or arabic number with the 

number of the page on which the text section actually 
begins (e.g., i-v, I-V, or 1-5) and place this combined 
page number at the right margin. If lettered continuation 
pages are required, they carry only the number of the 
page on which the text section actually occurs, e.g., av, 
aV, or a5. (See Formats, §2.3.8d, Print Page 
Information.) 

b. When one or more pages contain only headings, such as 
the book title, part, unit, or chapter, combine the 
headings with the following text on a single braille page. 

c. Include the full pages of material omitted from the braille 
edition in a combined page number, e.g., 25-29. 

d. When a page is blank or has only an uncaptioned 
illustration, combine that/those page(s) with the next 
page on which text occurs. (See Sample 1-3: Combined 
Print Page Numbers on page 1-23.) 

1.12 Material Printed Across Facing Pages 
1.12.1 Material printed and read across two facing pages of a book, 

when there is no other material on either page, is treated as 
if it were on a single print page. The combined print page 
numbers (e.g., 44-45) are placed to end at the right 
margin. If lettered continuation pages are required, they 
also carry the combined print page numbers, e.g., a44-45, 
b44-45, and so forth. (See Sample 1-4: Material Across 
Facing Print Pages on page 1-24 and Sample 1-5: Material 
NOT Transcribed Across Facing Print Pages on page 1-26.) 

1.13 Letter/Number or Number/Number Combinations 
1.13.1 Such pagination is used widely for sections of a classroom 

text or to identify portions of exercise and laboratory 
manuals. A speller section may be numbered as S1-S7; 
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pages IV1-IV5 may identify drills to be used with Chapter 
IV; or pages in Chapter 6 may be numbered 6-1, 6-2. 
a. Numbers that identify consecutive pages of text end at 

the right margin. 
b. Follow print for the sequence of the page numbers, using 

the continuation letter as needed. 
c. Omit the print hyphen; a transcriber’s note noting this 

change to print is required. 

Example 1-12: Letter and Number Page Numbers 

Print Combined Page Numbers Combined/Continued Numbers 

IV49 ,,iv#di IV49-51 ,,iv#di-#ea aIV49-51 a,,iv#di-#ea 

77S #gg,s 77S-79 #gg,s-#gi a77S-79 a#gg,s-#gi 

I–65 ,i#fe I65-66 ,i#fe-#ff aI65-66 a,i#fe-#ff 

6-12 #f#ab 6-12-14 #f#ab-#ad a6-12-14 a#f#ab-#ad 

d. Words preceding page numbers are changed to an 
appropriate uppercase letter, e.g., change Reference 1 to 
R1. Note this change on the Transcriber’s Notes page. 

Example 1-13: Word and Number Page Numbers 

Word/Number Combination/Continued Page Numbers 

Reference 1 R1 ,r#a 

Reference a1 aR1 a,r#a 

Reference 1-6 R1-6 ,r#a-#f 

Reference a1-6 aR1-6 a,r#a-#f 

Reference 1-a6 R1-aR6 ,r#a-a,r#f 

e. When the page numbers are referenced within the book, 
such as the table of contents and index, the same 
method applies. No continuation indicators are used. 

f. Option: The letter may be omitted when all the pages 
within the book have the same letter preceding the 
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number. Note this change on the Transcriber’s Notes 
page. Sample: 

All page numbers in the text begin with the letter R, which 
has been omitted. 

1.14 Numeric and Alphabetic Print Page Numbers 
1.14.1 Some books include spelled out (alphabetic) print page 

numbers in addition to the numeric numbers. This practice is 
often seen in math, foreign language, and lower grade 
books. As this technique is a learning strategy, it is 
important to include both numeric and alphabetic numbers 
in braille. 
a. Follow print for the use of hyphens within the alphabetic 

number. 
b. The numeric and alphabetic numbers must appear on the 

same braille page. 
c. The alphabetic page number is placed on line 1 if there is 

no running head and on line 2 if there is a running head. 
The alphabetic page number is preceded by six cells of 
the page change indicator symbol (dots 36). Runovers 
are in cell 7. 

d. Do not include the alphabetic page numbers on 
continuation pages. 

e. No other text can appear on the line with the alphabetic 
page number. 

f. Include both alphabetic page numbers when combined 
page numbers are used, e.g., 2-3 and two-three. 

Example 1-14: Page Number without Running Head 

1 ------ei<ty-n9e                      #hi 

2 text 444 

Example 1-15: Page Number with Running Head or Short Title 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,runn+ ,h1d            #hi 

2 ------ei<ty-n9e 

3 text 444 
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Example 1-16: Page Number with Page Change Indicator 

11 text 444 

12 -------------------------------------#hi 

13 ------ei<ty-n9e 

14 text 444 

g. A blank line is not inserted between the alphabetic page 
number and the full title on the first page of text. 

Example 1-17: Long Page Number with Title on First Page 

1 ------"o-?\s& ?ree-hundr$          #acge 

2 ⠀⠀⠀⠀⠀⠀sev5ty-five 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,title 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,subtitle 

1.15 Braille Page Numbers 
1.15.1 All pages, including transcriber-generated and front matter 

pages, must have a braille page number. Exception: See 
Formats, §1.15.1f. 
a. Place braille page numbers at the right margin on the last 

line of the braille page. 
b. Precede transcriber-generated braille page numbers by t. 

(See Formats, §2.2, Transcriber-Generated Page Basics.) 
c. Precede print front matter braille page numbers by p. 

(See Formats, §2.7, Front Matter Basics.) 
d. Begin the main text of each volume with braille page 1. 
e. Show braille page numbers on all pages in single-side 

braille. 
f. Some agencies suppress the even braille page number in 

interpoint braille. 
g. At least three blank cells precede the braille page 

number. 
1.15.2 Repeated or Omitted Braille Page Numbers. Explain any 

discrepancies in braille page numbers (e.g., when a braille 
page number is repeated or omitted for some reason) on the 
Transcriber’s Notes page. 
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1.16 Foreign Material in English Context 
1.16.1 The provisions given in these guidelines apply to the 

transcription of foreign words and phrases appearing in 
English language materials other than those texts teaching a 
foreign language. 

1.16.2 Foreign Material. For the purposes of agencies and 
transcribers working with codes of the Braille Authority of 
North America, any language other than modern English is 
considered a foreign language. This includes Old English and 
Middle English, as well as transliterated or romanized forms 
of languages such as Arabic, Chinese, Greek, Hebrew, 
Japanese, and Russian. 

1.16.3 Foreign language words or phrases within an English 
language paragraph are contracted. Use modified letter 
indicators to represent accented letters. If a modification 
applies to a letter that would be part of a contraction, do not 
use the contraction. Use UEB symbols for inverted 
punctuation. (See UEB §4.2.1–4.5.2, Letters and Their 
Modifiers; §13.2, Using UEB Contractions; and §13.5, Using 
UEB Signs.) 

Example 1-18: Foreign Language in an English Context 

 

,! ^w = sl$ is .1tr9eo4 

Example 1-19: Contraction Not Used with Accented Letter 

 

,! ^w = wood%$ 9 ,spani% is le^]n]a4 

1.17 Volume Labels 
1.17.1 Labels are applied vertically to volume covers. The label 

content is an agency decision, but typically includes: 
Title 
Volume number 
Inclusive print pages 
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1.17.2 Add inclusive letters for dictionaries and other multi-volume 
alphabetical reference books. 

1.17.3 Most labels are limited to 30 cells and 2-4 lines. 

Example 1-20: Volume Label 

 

,! ,sev5 ,wond]s ( ! ,_w 

,v#e3 #aje-#ade 

1.18 Samples 
Sample 1-1: List at End of Print Page, page 1-21 
Sample 1-2: Heading at Beginning of Print Page, page  

1-22 
Sample 1-3: Combined Print Page Numbers, page 1-23 
Sample 1-4: Material Across Facing Print Pages, page  

1-24 
Sample 1-5: Material NOT Transcribed Across Facing Print 

Pages, page 1-26 
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Sample 1-1: List at End of Print Page 

 

Print Page Break at the Beginning of a Braille Page 

22 #a ,old] adults 9cr1s+ly use ^ws t 3vey 

23 ⠀⠀positive emo;ns4 

24 #b ,bra9-wave reac;ns to negative images 

25 ⠀⠀dim9i% ) age4 

—New Braille Page—
1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#aga 

2 ⠀⠀,moreov]1 at all ages1 ! bad feel+s we 

3 associate ) negative ev5ts fade fa/] ?an 

4 d ! gd feel+s we associate ) positive 

5 ev5ts4 

Print Page Break within a Braille Page 

6 #a ,old] adults 9cr1s+ly use ^ws t 3vey 

7 ⠀⠀positive emo;ns4 

8 #b ,bra9-wave reac;ns to negative images 

9 ⠀⠀dim9i% ) age4 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ------------------------------------#aga 

12 ⠀⠀,moreov]1 at all ages1 ! bad feel+s we 

13 associate ) negative ev5ts fade fa/] ?an 

14 d ! gd feel+s we associate ) positive 

15 ev5ts4

(Return to Text) 
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Sample 1-2: Heading at Beginning of Print Page 

4 ,o!rs h special /ructures on _! back 9 : 

5 _! "y develop4 

6 ------------------------------------#cbe 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,frogs & ,toads 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀,h y "e wond]$ :at happ5s to frogs & 

11 toads 9 ! w9t] :5 ! temp]ature falls8 

(Return to Text)
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Sample 1-3: Combined Print Page Numbers 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,unit ,"o           #d-#e 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,"*i/ics ( ,liv+ ,?+s 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀,:at d y ?9k ( :5 y he> ! ^ws build+ 

5 blocks8 ,p]h 444 

25 444⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 

—New Braille Page—
1 & >e go+ to explore v special⠀⠀⠀⠀⠀⠀⠀⠀a#e 

(Return to Text)
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Sample 1-4: Material Across Facing Print Pages 

 

1 ,text is r1d acr fac+ pages z    #dd-#de 

2 if bo? pages 7 a s+le page4 444 

25 444⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 

—New Braille Page—

1 444                             a#dd-#de 

(Return to Text)
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Sample 1-5: Material NOT Transcribed Across Facing Print Pages 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,"w9' on ! ,railroad⠀⠀⠀⠀⠀⠀⠀#dd 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,! foll[+ "tl9e is acr ! bottom 

4 ⠀⠀⠀⠀( pages #dd-#de4@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 #bjab 

7 ⠀⠀,m>*,-,3/ruc;n "tl9e set 

8 ⠀⠀,fall,-,3/ruc;n />ts on #bcj-k,v 

9 ⠀⠀⠀⠀,,ed#e-to-,?ornton ,road l9e 444 

10 #bjac 

11 ⠀⠀444 

12 -------------------------------------#de 

13 #bjad 

14 ⠀⠀,jan4 #bcj k,v 444 

15 #bjae 

16 ⠀⠀,jan4,-,sy/em 9 s]vice 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 7777777777777777777777777777777777777777 

19 ,d[n by ! /a;n e>ly 9 ! morn+ 

20 ,see ! ll pu6]bellies all 9 a r[ 

21 ,see ! /a;n ma/] turn ! ll h&le 

22 ,puff1 puff1 toot1 toot1 (f we g6 

23 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 
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2.1 Fundamentals 
2.1.1 Transcriber-generated pages have no corresponding print 

pages and are distinguished from the book’s front matter by 
a unique set of braille page numbers. 
Front matter and body matter are terms that align with 
publisher source files, and these files are used frequently in 
braille production. All front matter is transcribed in the same 
order as print. 

2.1.2 A Braille Reader’s Perspective. The t (transcriber-
generated) pages clarify to the reader what the transcriber 
has added to or gleaned from the print text. 

2.2 Transcriber-Generated Page Basics 
2.2.1 Transcriber-generated pages include information added for 

the braille reader and are inserted in the following order: 
Title page 
Second title page(s) 
Special Symbols page 
Transcriber’s Notes page 
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a. These pages do not have print page numbers. 
b. Braille page numbers are preceded by the letter t, e.g., 

t1, t2, etc. 
c. Several titles of a series may be bound together by the 

publisher, with individual title pages, ISBNs, etc. A title 
page, and a second title page if necessary, is inserted 
before the beginning of each title. Each new title page 
begins with braille page t1. 

2.3 Title Pages 
2.3.1 Copyright law requires that a print copy of the braille title 

page be included in the braille edition. Place the print title 
page before the braille title page. 

2.3.2 The print title page is the preferred source for the braille title 
page information. 

2.3.3 Title Page Basics 
a. All volumes include a transcriber-generated title page 

with five segments of information. Information is grouped 
into the following order: 
Title segment 
Author segment 
Publisher and Copyright segment 
Transcriber/Transcription segment 
Volume Information segment 

b. The first title page must include text on the first and last 
lines of the braille page. 

c. Use 1-3 format for all items on the title page unless an 
agency requires a different format. 

d. There are no blank lines within a segment. 
e. One or more blank lines may be inserted between 

segments, depending on the amount of information on 
the title page. Distribute the blank lines evenly when 
possible. 

f. An agency may have its own requirements for title pages. 
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2.3.4 Title Segment 
a. Place the book title, subtitle, series name, and the edition 

name or number, on the first line or lines of the title 
page. 

b. Follow print for capitalization of all titles, subtitles, and 
grade levels. 

c. Space permitting, each element of the title, subtitle, 
series name, and edition statement begins on a new line. 

d. Some title pages are very dense with text, and there may 
not be enough space for each item to begin on a new 
line. The series name and edition may be placed on the 
same line as the title and grade level or subtitle, 
separated by semicolons. 

e. A series name may be part of the title. Examine the text 
to determine what the correct title is. Check the list of 
the author’s works and other places in the book where 
the title may be used. (See Sample 2-1: Title with a 
Series Name on page 2-24.) 

f. A book may have a group of separate ancillary books as 
part of the set. The primary book title is used as the 
subtitle for the secondary books when the transcriber has 
the main text and the ancillary books. (See Sample 2-2: 
Titles in a Set on page 2-25.) 

g. Grade/Level. A grade level shown in words or numerals 
is transcribed as printed and placed on the line with or 
following the book title. If there is room, the grade level 
goes on the same line as the title, separated by a 
semicolon. Sometimes this information is found only on 
the book spine or back cover. Do not include the grade 
level if it is not clearly apparent. A graphic design of 
lines, dots, etc., determined to be the grade level is 
transcribed as an arabic number. (See Sample 2-3: 
Grade Level on Back Cover on page 2-26 and Sample  
2-4: Grade Level Indicated by Dots on Spine on page  
2-27.) 

h. The publisher’s name is included in the full title when it 
appears with the title of the book. Publishers have stated 
that the publisher’s name is a part of the title in this 
situation. Typically the publisher’s name included as part 



 2-4 Section 2 
Transcriber-Generated Pages and Front Matter 

of the title is important, because the publisher is an 
imprint of a larger publishing company. For example, 
Prentice Hall is a Pearson Education subsidiary. While the 
book may be published by Pearson Education, the title is 
a Prentice Hall book and consequently Prentice Hall is 
part of the title. (See Sample 2-5: Title and Subtitle 
Including Publisher’s Name on page 2-28 and Sample  
2-6: Title with Edition Number and Subtitle on page  
2-29.) 

2.3.5 Author Segment 
a. Do not insert “By” before author/editor names unless it is 

included in print. 
b. Follow print for capitalization of the author/editor names. 
c. Authors may be listed on separate lines, or follow one 

another on the same line, separated by a comma. 
d. Author affiliations/degrees are included on the title page 

if the information fits in its entirety. 
e. Only the first or principal author or editor is placed on the 

title page when there are more than three names, or 
when all the names will not fit. Use “et al.” following the 
first name. “Et al.” is not italicized and the grade 1 
indicator precedes al. Place the full list of authors/editors 
on the second title page. (See Formats, §2.4.2, Second 
and Subsequent Title Pages.) 

Example 2-1: Title Page 

 

,john ,gillespie1 et ;al4 

f. The editor’s name is used only when authors are not 
listed. 

g. A translator’s name is included on the line following the 
author’s name. (See Sample 2-7: Translator on page  
2-30.) 
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h. Names and information about the print illustrators are 
not included. 

2.3.6 Publisher and Copyright Segment 
a. Publisher Information. Depending upon whether or not 

copyright clearance has been obtained through an 
agency, the title page includes one of the following: 
(1) When authorized by copyright law, the title page 

states “Published by” followed by the publisher 
information. 

Example 2-2: Publishing Statement for Authorized User 

 

,publi%$ by ,/&>d ,press 

,new ,york1 ,new ,york 

(2) When permission has been specifically obtained from 
the publisher, the title page states “With permission 
of the publisher” followed by the publisher 
information. 

Example 2-3: Publishing Statement for Permission Obtained 

 

,) p]mis.n ( ! publi%]1 ,/&>d ,press 

,new ,york1 ,new ,york 

b. Publisher’s City and State/Province. Many books list 
a group of publishing cities, and sometimes a 
state/province. Include the first city on the title page. The 
state/province is included only if one appears in print. 
Follow print if the state/province is spelled out or if the 
postal code (state/province abbreviation) is used. 

c. Publisher’s Website. The publisher’s URL is included on 
the title page if it appears on the title page, copyright 
page, or cover of the book. Insert the website on the line 
after the publisher’s city/state. (See Sample 2-8: 
Publisher Website on page 2-31.) 
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d. Copyright Notices 
(1) Use the copyright symbol when it appears in print. 

Follow print for spacing. 
(2) Only the most recent copyright date and copyright 

holder are placed on the title page of each volume. 
All other dates are ignored. 

Example 2-4: Copyright Year 

 

,copy"r ^c #bjje by 

⠀⠀,macmillan_/,mc,graw-,hill 

(3) When a text is copyrighted without a date, only the 
word “copyright,” or the copyright symbol, is placed 
on the title page. 

(4) When a text is not copyrighted, place the word 
“printed” on the title page followed by the latest 
printing date that is given in the text. 

(5) Omit the statement about reservation of rights. Do 
not add anything when copyright and printing 
information is not in print. 

e. Reproduction Notices. Under amended provisions of 
the U.S. copyright law, the permission of publishers or 
copyright owners is not required by an authorized entity 
for transcription or distribution of previously published 
nondramatic literary works in a specialized format. 
(1) Insert the following required reproduction notice on 

the next line after the copyright notice: 
Further reproduction or distribution in other than a 

specialized format is prohibited. 
(2) If required, the Canadian reproduction statement is 

found on the second title page. (See Formats, 
§2.4.2c, Second and Subsequent Title Pages.) 
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Exception: An authorized organization or agency must 
obtain the publisher’s permission for transcription of the 
following: 
(3) Computer programs, except for those portions that 

are displayed to users in conventional human 
language. 

(4) Dramatic works, whether prose or poetry, that are 
not in the public domain. 

(5) Music and any accompanying lyrics. 
(6) Standardized, secure, or norm-referenced tests and 

related testing materials. 
(7) Texts produced by foreign publishers, and without 

U.S. copyrights, that are to be distributed in foreign 
countries. 

Note: In the U.S. any unauthorized organization, 
government agency without a specific mission for 
services for the blind, or unaffiliated transcriber must 
obtain permission of the publisher or copyright owner 
before beginning the transcription of any text. 
Sponsoring organizations, agencies, and transcribers in 
other countries similarly are responsible for determining 
and observing all applicable copyright laws. 

f. ISBN. The International Standard Book Number (ISBN) 
is assigned to identify specifically a particular book. The 
International Standard Serial Number (ISSN) similarly 
identifies a magazine, journal, or other periodical 
publication. This number typically appears on the 
copyright page or on the book cover. 
(1) Place the ISBN or ISSN on the next line after the 

reproduction notice. 
(2) Include the ISBN for the appropriate version of the 

book (hardcover, paperback, etc.). The back of the 
book typically includes the ISBN and is the easiest 
location from which to find the accurate number. 

(3) Follow print for capitalization, punctuation, and 
spacing. 

(4) Precede the ISBN with “Transcription of.” 
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(5) The ISBN may follow “Transcription of” if it will fit on 
a single line. 

(6) Include both 10- and 13-digit ISBNs if they appear in 
print, following print for order. Each ISBN begins in 
cell 3, after the “Transcription of” line. 

Example 2-5: 10- and 13-digit ISBNs 

 

,transcrip;n ( 

⠀⠀,,isbn-#ac3 #igh-#j-#fah-#agbih-#f 

⠀⠀,,isbn-#aj3 #j-#fah-#agbih-;,x 

(7) Some books may include a separate ISBN for a 
state-specific section. This ISBN is also included on 
the title page. 

(8) Do not substitute any other number for the ISBN. 
(9) If there is no ISBN printed in the book, omit the 

“Transcription of ISBN” line on the braille title page. 
g. Printing History. Many books include the printing 

history, which is a series of numbers usually found on the 
back of the title page. It indicates the number and year 
of printings. 
(1) Some publishers may edit the book at the time of a 

new printing, without changing the copyright and 
ISBN. Consequently, a book from a newer run may 
not match an earlier printing. Including the printing 
history is the way to definitively identify a book. 

(2) The format of the printing history is an agency 
decision. It is recommended that print be followed. 
Precede the printing history letters/numbers with the 
identifier “Printing history:”. 
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Example 2-6: Printing History 

 

,pr9t+ hi/ory3 #d #e #f #g #h #i 

⠀⠀"<#jdb_/#jdc"> #jh #jg #jf #je 

2.3.7 Transcriber/Transcription Segment. An agency may 
specify the placement of the transcriber’s name and the 
notice of sponsorship. When an agency format is not 
provided, the title page carries the following information: 
a. Year of transcription, base code used, and name of 

transcriber. Sample: 
Transcribed 2015 into Unified English Braille by 
[Name] 

b. Name of proofreader and/or tactile graphics specialist if 
different from transcriber. 

c. Affiliation or sponsoring agency, with city and 
state/province; postal code abbreviations are used in this 
segment. 

2.3.8 Volume Information Segment 
a. Volume Identification 

(1) An agency may require the total number of volumes 
of the transcription. 

(2) Individual volumes in the braille edition are indicated 
with consecutive arabic numbers. 

(3) Preliminary and/or supplemental volumes are 
included with the total number of volumes. 

Example 2-7: Single Volume Book 

 

,9 #a ,volume 

,brl pages t#a-t#b1 p#a-p#b1 & #a-#fh 

,pr9t pages i-;v & #a-#ce 
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Example 2-8: Volume Identification 

 

,9 #a ,prelim9>y ,volume & #i ,volumes 

,volume #a 

b. Customized Braille. Identify uncontracted or partially 
contracted volumes. 

Example 2-9: Customized Braille Noted 

 

,in #aj ,volumes 

,volume #a 

,uncontracted 

c. Braille Page Information. All transcriber-generated, 
front matter, and braille page numbers are accounted for. 

Example 2-10: Braille Page Information 

 

,brl pages t#a-t#f1 p#a-p#c1 & #a-#ha 

d. Print Page Information 
(1) Inclusive print page numbers (including continuation 

letter), both roman and arabic, are indicated for all 
transcribed print pages in the volume, e.g., 
transposed materials, repeated materials, and text. 
Any continuation letter(s) are included. 

(2) Print pages with repeated and transposed text are 
listed on the title page in the order in which they 
appear in the braille volume. 

(3) Print page numbers are separated by commas or the 
word “and” according to page numbering groups. 
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Example 2-11: Print Page Information 

 

,pr9t pages i-;x & #a-#ec 

Example 2-12: Print Pages with Repeated and Transposed Text 

 

,pr9t pages i-;x1 #hgg1 #a-#cb1 & 

⠀⠀#cig-#cii 

Example 2-13: Print Pages with Continuation Letter (the c is a 
continuation indicator) 

 

,pr9t pages i-cx & a#fi-#abe 

or 
,pr9t pages ci-;x & #abe-b#ahb 

(4) Only the actual print page numbers are indicated on 
the title page in subsequent volumes. For example, 
the table of contents may be pages iv-xv for the 
volume, therefore i-iii are not included on the title 
page in any volume other than volume 1. 

Example 2-14: Print Page Information in Subsequent Volume 

 

,pr9t pages iv-xv & #ef-#ha 

(See Sample 2-9: U.S. Title Page on page 2-32.) 

2.4 Second and Subsequent Title Pages 
2.4.1 Information that will not fit on the title page, as well as 

additional information in the book’s front matter, goes on 
the second/subsequent title pages. 
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a. Unlike on the title page, the information on the 
supplemental title page does not need to be spaced to 
include the first and last lines of the braille page. 

b. Cell-5 headings may be used to categorize segments of 
information. 

c. Follow print for format. Use 1-3 margins for listed 
materials; paragraphs are in paragraph format. 

d. A single blank line separates segments. 
2.4.2 Examples of items on supplemental title page: 

a. The complete list of authors (or editors), with titles, 
degrees, affiliations, etc., is listed first. This information 
is included in the first volume only. Inclusion of lists of 
consultants in braille editions is an agency decision. If 
they are included, they too are in the first volume only. 

Example 2-15: Second Title Page 

 

,john ,gillespie1 ,ph4,d4 ,gre5 

⠀⠀,univ]s;y 

,m>ia ,czepyha1 ,s\? ,dakota ,college 

,ri*>d ,cl>k1 ,,mls1 ,swiss ,college 

,anne ,g>rett1 ,ph4,d4 ,kelt ,univ]s;y 

b. Transcriber/transcription overflow may be included on 
this page (tactile graphics specialist, proofreader, etc.). 

c. If required, the CNIB (Canadian National Institute for the 
Blind) reproduction statement is included on the second 
title page: 

This work has been produced for persons with a perceptual 
disability as per the Canadian copyright act. Further distribution 
or reproduction must comply with this act. 

(See Sample 2-10: Canadian Title Page and Reproduction 
Notice on page 2-33.) 
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2.5 Special Symbols Page 
2.5.1 This page lists symbols found in the volume that may be 

unfamiliar to the reader. This includes symbols such as 
shape indicators and transcriber-defined indicators. (See the 
list of symbols required on the Special Symbols page in 
Formats, Appendix G.) 

2.5.2 Format 
a. Place SPECIAL SYMBOLS USED IN THIS VOLUME as a 

centered heading on lines 1 and 2 (lines 3 and 4 if a 
running head is used). 

b. Do not repeat SPECIAL SYMBOLS USED IN THIS VOLUME 
on subsequent pages. 

c. List all symbols using 1-3 margins. Precede each symbol 
with the dot locator for “mention” (.=), which should be 
the first symbol listed. 

d. Follow each symbol with a space and its meaning or 
name, as directed in UEB. Begin the meaning or name 
with a capital letter. 

e. List symbols in braille order. See UEB, §1.1.2, Definition 
of Braille, for an explanation of braille order. 

f. Some agencies may request a printout of the Special 
Symbols page(s) to accompany the volume. 

2.6 Transcriber’s Notes Page 
2.6.1 This page identifies special formats or usage throughout the 

volume. If a special format or usage occurs more than once 
in a volume, include it on the Transcriber’s Notes page. 
a. Place TRANSCRIBER’S NOTES as a centered heading on 

line 1 (line 3 if a running head is used). Do not repeat the 
heading on subsequent pages. 

b. Transcribe all notes as 3-1 paragraphs. Do not use the 
transcriber’s note indicators. 

c. Include notification of other codes used within the 
volume. Sample: 

Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007-2016 updates and the Guidance for 
Transcription Using the Nemeth Code within UEB Context. 
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d. Identify altered print format throughout the book. 
Samples: 

Double quotation marks are substituted for single quotation 
marks. 

Illustrations without captions are omitted. 
The atlas is omitted. 
Test questions are moved from the back of the book to the 

end of the chapter to which they apply. 
e. Some agencies may request a printout of the 

Transcriber’s Notes page(s) to accompany the volume. 
2.6.2 Advertising copy in magazines and other leisure reading 

material is omitted. Notice of this omission is given in the 
first volume only. 

2.7 Front Matter Basics 
2.7.1 Print introductory and/or front matter pages follow the 

transcriber-generated pages. Some books may not have any 
front matter pages, while others may be extensive. 
a. Each item in the front matter begins on a new braille 

page. 
b. Precede braille page numbers by p, e.g., p1, p2, etc. 
c. Include the print page number on all front matter pages. 

Page numbers may be implied (unnumbered), roman 
numerals, or arabic numerals. 

d. Follow print for page order in all volumes. Repeated 
content (e.g., cast of characters and pronunciation key) 
is inserted at the end of the front matter. Retain the 
original print page number on these repeated pages in 
each volume. 

e. Print front matter pages may have implied page 
numbering. The roman i or arabic number 1 may not 
appear on the print title page, however roman iv or 
arabic 4 may be on the fourth page. Implied print 
numbers are added to all corresponding braille pages. 

f. Do not add print page numbers when there are no 
implied or actual print page numbers used in the front 
matter. See Formats, §1.11.6, Print Page Numbers, for 
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guidelines on formatting pages with no print page 
numbers. 

2.8 Book Covers and Jackets 
2.8.1 Include information from the front and/or back covers of a 

book only in the first volume of the braille edition. 
a. The cover/jacket material is inserted as the first front 

matter page p1, and no print page number is used. 
Insert a transcriber’s note to explain this format. Sample: 

The following material is from the back cover of the book. 
b. Include book jacket or inside cover information not 

included within the text, e.g., lists of author’s works, 
author’s biography, etc. 

c. Do not include advertising material, reviews by other 
authors, etc. 

2.9 Dedications and Acknowledgements 
2.9.1 Dedications and acknowledgements are formatted the same 

way. 
a. Each begins on a new braille page. 
b. Follow print for placement. The acknowledgements may 

be in the front or back of the book. 
c. The text begins on line 1, or line 3 if there is a running 

head. 
d. The dedication is generally treated as a regular 

paragraph, which may be in 3-1 or 1-1 format. If the 
dedication is in a format other than a paragraph, follow 
the guidelines for other formatting, such as poetry. 

e. The acknowledgements are generally treated as a list. 
f. Ignore emphasis unless needed for distinction. 
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Example 2-16: Dedication Page 

 

 1 ,= ,frank ,vattano1 ma/] t1*]1⠀⠀⠀⠀⠀⠀⠀⠀;v 
 2 m5tor to t1*]s1 wellspr+ ( cr1tive 
 3 res\rces1 & 5c\rag+ fr 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀p#h 

2.10 Table of Contents 
(See Sample 2-11: Layout of Table of Contents on page  
2-34.) 

2.10.1 Brief Table of Contents. Some books include a brief table 
of contents, with page numbers, before the full table of 
contents. 
a. The entire brief table of contents takes the place of the 

full table of contents in the first volume. 
b. The brief table of contents begins on a new braille page. 
c. In addition to the entire brief table of contents, the first 

volume includes, on a new braille page, the portion of the 
full table of contents that pertains to that volume. Note: 
Volume indicators are not required on the portion of the 
full contents if a brief table of contents is included. 

d. The brief table of contents is not repeated in subsequent 
volumes. 

e. All formatting for the brief table of contents follows the 
guidelines laid out in the remainder of this section. (See 
Sample 2-12: Entire Brief Table of Contents in Volume 1 
on page 2-36.) 

2.10.2 General Provisions 
a. Include the table of contents when it is in print. 
b. The table of contents begins on a new braille page. 
c. A table of contents may be generated by the transcriber 

for informal materials such as menus, meeting 
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documents, etc. A transcriber-generated table of contents 
has a t page number. 

d. The entire table of contents for the book is included in 
the first volume. Depending on the book, this may be 
either the brief table of contents or the full table of 
contents. 

e. Subsequent volumes contain only the portion of the table 
of contents pertaining to the print pages in that volume. 

f. A table of contents on or inside the cover follows the 
Transcriber’s Notes page(s), and is braille page p1, with 
no text page number assigned. When there is other book 
cover/jacket information, the table of contents is the last 
of this information. 

g. Tables of contents frequently include chapter, lesson, 
etc., before each of the main numbered entries. In 
volume 1 this identifier is placed in cell 1 following a 
blank line after the front matter. When there is no front 
matter, the identifier is placed in cell 1 on the line 
following “Volume 1.” The identifier is omitted before the 
individual entries. No identifier is inserted above the 
entries when none is used in print. Note: The word 
“page” is no longer shown at the right margin of this line. 

h. In subsequent volumes the identifier is located, following 
a blank line, after the contents heading. 

i. Treat extraneous material on the table of contents pages 
according to other formatting guidelines, e.g., sidebars, 
pictures, etc. These materials must retain the six cell 
right margin. (See Formats, §2.10.7b, Table of Contents.) 

2.10.3 Headings 
a. Center the print contents heading (e.g., Table of 

Contents, What You Will Study, etc.). This heading is 
followed by a blank line. Do not insert a heading when a 
heading is not used in print. 

b. Volume 1, enclosed in transcriber’s note indicators, is 
centered before the beginning of the table of contents in 
the first volume. It is not followed by a blank line. 

c. A volume number is not indicated when the braille edition 
consists of a single volume. 
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d. Unit and part headings are centered and placed above 
the chapter headings or other subdivisions to which they 
apply. Other primary divisions may be centered if 
appropriate. 

e. Do not repeat headings on succeeding contents pages. 
2.10.4 Blank Lines 

a. Insert a blank line as a separator between front matter 
and body matter contents entries. 

b. Insert a blank line as a separator between body matter 
and back matter contents entries. 

c. When more than one centered heading appears on 
consecutive lines, a blank line is inserted before only the 
first one. 

d. The word “Chapter,” or other identifier, is inserted in cell 
1 after the blank line following the front matter. When 
there is no front matter, insert the identifier on the line 
immediately before the first entry that begins with the 
identifier. 

e. Do not repeat headings on succeeding contents pages. 
2.10.5 Contents Entries. Table of contents entries may not appear 

on line 1 or line 25, as these lines contain the print and 
braille page numbers. Even-numbered (left-hand) pages in 
interpoint volumes may use line 25 when that page number 
is suppressed. 
A table of contents entry may be split between braille pages. 

2.10.6 Indention Pattern 
a. Use 1-3 margins for a table of contents without any 

subentries. 
b. Use a nested list when the table of contents has at least 

one subentry level. The main entry begins in cell 1. Each 
subentry level begins two cells to the right of the 
previous level. All runovers begin two cells to the right of 
the farthest indented subentry. 
One level: 1-3 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 
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2.10.7 Page Numbers 
a. Page numbers for contents entries are placed, without 

the continuation letter, at the right margin on the last line 
of the entry. A series of guide dots (dot 5), preceded and 
followed by a blank cell, are inserted between the last 
word of the entry and the page number. If there is not 
enough space for two or more guide dots, the page 
number follows the item with no guide dots inserted. 

b. Any line without a page number ends at least six cells 
before the right margin. This includes headings, notes, 
box lines, extraneous materials, etc. 

(See Sample 2-13: Single Volume Table of Contents on page 
2-38 and Sample 2-14: Table of Contents with Numbered 
Main Entries on page 2-40.) 

2.10.8 Capitalization and Font Attributes 
a. Follow print for capitalization of the contents heading, 

unit and part headings, and listed contents items. Use 
title case when the entire table of contents is in 
uppercase. Use title case for small capital letters. 

Example 2-17: Contents Entry with Small Capital Letters 

 

,writ+ ,"w%op3 ,comp>ison-,3tra/ 

⠀⠀,essay """""""""""""""""""""""""" #bhd 

b. Font attributes used to distinguish separate components 
of an entry, such as the title and genre, are retained. 
(See Formats, §5, Font Attributes.) 

c. Omit font attributes when a distinction is not necessary. 
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Example 2-18: Font Attributes Retained 

 

#i4 ,lov+ """"""""""""""""""""""""" #gad 

⠀⠀,true ,love """"""""""""""""""""" #gae 

⠀⠀⠀⠀,,william ,,%akespe>e1 .7,let 

⠀⠀⠀⠀⠀⠀me n to ! m>riage ( true 

⠀⠀⠀⠀⠀⠀m9ds.' """""""""""""""""""""" #gaf 

⠀⠀⠀⠀,,anne ,,brad/reet1 .7,to ,my 

⠀⠀⠀⠀⠀⠀,de> & ,lov+ ,husb&.' """"""" #gag 

⠀⠀⠀⠀;,e4 ;,e4 ,,cumm+s1 .7"s": i h 

⠀⠀⠀⠀⠀⠀n"e travell$.' """""""""""""" #gah 

2.10.9 First Volume Numbers and Divisions 
a. Volume identifiers are enclosed in transcriber's note indicators. 
b. Center “Volume 1” on the third line (fifth line, if a running 

head is used) in the first volume. 
c. Volume divisions are indicated in the first volume’s table 

of contents when volume breaks are known. Note: If 
there is a brief table of contents, the volume divisions are 
indicated there. 

d. Complete the contents of the first volume, insert a blank 
line, and center “Volume 2” before listing the table of 
contents entries for that volume. No blank line follows 
the volume indicator. The remaining volumes are 
indicated in the same manner. (See Sample 2-15: Layout 
of Multi-Volume Table of Contents on page 2-41.) 

e. If volume divisions are not known, insert a blank line 
after the completion of the Volume 1 entries and center 
“Following Volumes.” No blank line follows the volume 
indicator. 

2.10.10 Following Volumes. Each subsequent volume contains only 
the portion of the table of contents pertaining to the print 
pages in that volume. 
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a. When a volume ends in the middle of a unit, part, 
chapter, etc., the table of contents in the subsequent 
volume repeats the centered unit or part heading and 
any listed item(s) in which the volume division occurs. 
Insert “(cont.)” after the last listed item only. Insert the 
beginning page number for the volume. 

b. The volume division numbers are not indicated in the 
table of contents in any volume other than the first 
volume. (See Sample 2-16: Table of Contents with 
Continued Items on page 2-42.) 

2.10.11 Contents Entries without Page Numbers. Short-listed or 
linear contents entries without page numbers are listed at 
the correct subentry level. (See Sample 2-17: Dots 
Separating Linear Contents Entries on page 2-43 and 
Sample 2-18: Listed Unnumbered Contents Entries on page 
2-44.) 

2.10.12 Transposed Material. Text moved from one location in the 
book to another location is considered transposed. Note: 
This does not include material moved a few pages such as 
when a figure is relocated in order for it to be near the text 
to which it applies. It pertains to text such as test questions, 
answers, endnotes, etc., moved from another location in the 
book (e.g., the back of the book) to the end of a chapter or 
volume, etc. 
a. If the full table of contents is included, transposed 

material is listed in the contents of volume 1 just as it 
appears in the print table of contents. 

b. In volumes with only part of the full table of contents, 
transposed material is listed (with its print page number, 
if shown) in the order in which it appears in that 
particular volume. 

c. The text itself is not repeated in its original print location. 
Insert a transcriber’s note, on the original print page, 
indicating where the material can be found. (See Sample 
2-19: Transposed Notes on page 2-46.) 

2.10.13 Categorized Table of Contents. Lists of genres or subjects 
in a separate listing from the main table of contents are 
included in the first volume only. 
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a. Begin a categorized table of contents on a new braille 
page. 

b. Use a cell-5 heading for the genre/subject identification. 
This heading may appear on line 1 with the print page 
number. 

c. All categorized tables of contents (e.g., lists of poetry, 
maps, graphs, etc.) are transcribed in the order in which 
they appear. 

(See Sample 2-20: Categorized Table of Contents on page  
2-48) 

2.10.14 Partial Table of Contents in Body Matter. Partial tables 
of contents within the body matter are retained at the print 
location. 

2.10.15 Contents in Other Formats. A table of contents printed in 
alphabetical order, rather than in sequential order, is 
transcribed as an index. No guide words are required. 
Because the contents items are not shown in normal 
sequential order, the entire table of contents is included in 
all volumes. (See Formats, §21, Alphabetic References.) 

2.11 Other Front Matter 
2.11.1 A wide variety of material appears in the front matter of 

textbooks. Use the guidelines throughout this document to 
determine the best format to use. (See Sample 2-21: 
Transcriber-Generated and Front Matter Pages on page  
2-50.) 

2.12 Body Matter 
2.12.1 The first item listed in the table of contents is generally 

considered the first page of the main body of the book. 
a. Text is transcribed in the same order as it appears in 

print. 
b. Body matter pages begin with braille page 1 in each 

volume. Follow print for page number format. See 
Formats, §1.13, Letter/Number or Number/Number 
Combinations, for more information about unique page 
numbering. 
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c. State-mandated material, and/or an extra section such as 
a handbook, even if located before the book’s front 
matter in print, is treated as part of the body matter in 
braille. 

2.13 Samples 
Sample 2-1: Title with a Series Name, page 2-24 
Sample 2-2: Titles in a Set, page 2-25 
Sample 2-3: Grade Level on Back Cover, page 2-26 
Sample 2-4: Grade Level Indicated by Dots on Spine, page  

2-27 
Sample 2-5: Title and Subtitle Including Publisher’s Name, 

page 2-28 
Sample 2-6: Title with Edition Number and Subtitle, page  

2-29 
Sample 2-7: Translator, page 2-30 
Sample 2-8: Publisher Website, page 2-31 
Sample 2-9: U.S. Title Page, page 2-32 
Sample 2-10: Canadian Title Page and Reproduction Notice, 

page 2-33 
Sample 2-11: Layout of Table of Contents, page 2-34 
Sample 2-12: Entire Brief Table of Contents in Volume 1, 

page 2-36 
Sample 2-13: Single Volume Table of Contents, page 2-38 
Sample 2-14: Table of Contents with Numbered Main 

Entries, page 2-40 
Sample 2-15: Layout of Multi-Volume Table of Contents, 

page 2-41 
Sample 2-16: Table of Contents with Continued Items, page  

2-42 
Sample 2-17: Dots Separating Linear Contents Entries, page 

2-43 
Sample 2-18: Listed Unnumbered Contents Entries, page  

2-44 
Sample 2-19: Transposed Notes, page 2-46 
Sample 2-20: Categorized Table of Contents, page 2-48 
Sample 2-21: Transcriber-Generated and Front Matter 

Pages, page 2-50 
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Sample 2-1: Title with a Series Name 

 

1 ,,,x came f 2n ! s9k6,' 

2 ,goosebumps 

(Return to Text) 
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Sample 2-2: Titles in a Set 

 

Primary Book Full Title 

1 ,h"\on ,mi6l9 ,cali=nia ,ma? 

Secondary Book Full Title 

2 ,b5*m>k ,9t]v5;n 

3 ,alt]nate ,approa* ,"w%eets 

4 ,h"\on ,mi6l9 ,cali=nia ,ma? 

Secondary Book Full Title 

5 ,daily ,r\t9es & ,practice2 ,,grade #c 

6 ,/ud5t ,book 

7 ,h"\on ,mi6l9 ,cali=nia ,ma? 

Secondary Book Full Title 

8 ,home"w & ,problem ,solv+2 ,,grade #e 

9 ,/ud5t ,book 

10 ,h"\on ,mi6l9 ,cali=nia ,ma? 

(Return to Text) 
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Sample 2-3: Grade Level on Back Cover 

 

1 ,mc,d\gal ,littell ,,,! language (,' 

2 ⠀⠀,lit]ature2 #aj 

(Return to Text) 
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Sample 2-4: Grade Level Indicated by Dots on Spine 

 

1 ,,macmillan_/,mc,,graw-,,hill ,language 

2 ⠀⠀,>ts2 #b 

(Return to Text) 
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Sample 2-5: Title and Subtitle Including Publisher’s Name 

 

1 ,,,holt ele;ts ( lit]ature,' 

2 ,9troductory ,c\rse 

(Return to Text) 
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Sample 2-6: Title with Edition Number and Subtitle 

 

1 ,we/]n ,civiliza;n2 ,,f\r? ,,$i;n 

2 ,compreh5sive ,volume 

(Return to Text) 
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Sample 2-7: Translator 

 

1 ,,electra 

2 ,,,! complete greek trag$ies,' 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ,,euripides ;,v 

5 ,translat$ by ,emily ,t[ns5d ,v]meule 

(Return to Text) 
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Sample 2-8: Publisher Website 

 

1 ,publi%$ by ,?omson ,c\rse ,te*nology 

2 ,bo/on1 ,massa*usetts 

3 www4c\rse4com 

(Return to Text) 
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Sample 2-9: U.S. Title Page 

1 ,title2 ,$i;n2 ,grade ,level 

2 ,subtitle2 ,s]ies 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ,au?or1 ,degrees 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,publi%$ by ,"n ( ,publi%] 

7 ,c;y1 ,/ate ( ,publica;n 

8 publi%]website4com 

9 ,copy"r ,ye> by ,hold] ( ,copy"r 

10 ,fur!r reproduc;n or 4tribu;n 9 o!r ?an 

11 ⠀⠀a specializ$ =mat is prohibit$4 

12 ,transcrip;n ( ,,isbn 

13 ,pr9t+ hi/ory3 #i #aj #jga_/#ee #jg #jf 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ,transcrib$ ye> 9to ,unifi$ ,5gli% ,brl 

16 ⠀⠀by ,"n ( ,transcrib] 

17 ,tactile graphics by 

18 ⠀⠀,"n ( ,tactile ,graphics ,speciali/ 

19 ,a6ilia;n ( transcrib] 

20 ,c;y1 ,/ate1 ,po/al code a2revia;n 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

22 ,9 #,- ,volumes 

23 ,volume #,- 

24 ,brl pages t#a-t#g1 p#a-p#ad1 & #a-#hj 

25 ,pr9t pages i-xx & #a-a#fj           t#a 

(Return to Text) 
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Sample 2-10: Canadian Title Page and Reproduction Notice 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,reluctant ,,g5ius 

2 ⠀⠀,! ,pas.nate ,life & ,9v5tive ,m9d ( 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,alex&] ,graham ,bell 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,*>lotte ,,gray 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀⠀⠀,a ,phyllis ,bruce ,book 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,publi%$ by 

9 ⠀⠀⠀⠀⠀⠀,h>p],coll9s ,publi%]s ,ltd 
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Sample 2-21: Transcriber-Generated and Front Matter Pages 
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Title Page Volume 1 

1 ,,,pr5tice hall lit]ature3,' ,bronze 

2 ,,f\r? ,,$i;n 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,publi%$ by ,pr5tice ,hall 

7 ,upp] ,saddle ,riv]1 ,new ,j]sey 

8 ,copy"r ^c #aiif by ,pr5tice-,hall1 ,9c4 

9 ,fur!r reproduc;n or 4tribu;n 9 o!r ?an 

10 ⠀⠀a specializ$ =mat is prohibit$4 

11 ,transcrip;n ( ,,isbn #j-#ac-#hchbaj-#g 

12 ,pr9t+ hi/ory3 #a #b #c #d #e #f #g #h 

13 ⠀⠀#i #aj #ii #ih #ig #if #ie 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ,transcrib$ #bjaj 9to ,unifi$ ,5gli% 

17 ⠀⠀,brl by ,transcrib] 

18 ,a6ilia;n 

19 ,loca;n 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

22 ,9 #bf ,volumes 

23 ,volume #a 

24 ,brl pages t#a-t#d1 p#a-p#bi1 & #a-#aaf 

25 ,pr9t pages i-;x1 #a-#dd1 & #ghb     t#a 
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Special Symbols 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,,special symbols 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀us$ 9 ? volume,' 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 .= ,dot locator2 prec$es li/$ symbols 

5 .=^1 ,boldface ^w 9dicator 

6 .=^7 ,boldface passage 9dicator 

7 .=^/ ,acute a35t abv lr 

8 .=^' ,boldface t]m9ator 

9 444

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀t#b 

Transcriber’s Notes

1 ⠀⠀⠀⠀⠀⠀⠀⠀,,transcrib]',s ,,notes 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀,! atlas is omitt$4 

4 ⠀⠀,a s]ies ( ?ree guide dots 9dicates a 

5 blank space 9 pr9t4 

6 ⠀⠀,9 a table1 a s]ies ( dot #es acr ! 

7 wid? ( a column 9dicates a blank space 9 

8 pr9t4 

9 ⠀⠀444

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀t#c 
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Table of Contents, Volume 1 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,3t5ts               ;v 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀@.<,volume #a@.> 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,%ort ,,/ories 

5 ,,,r1d+ actively .1model,' """""""""" #b 

6 ^1,h]n&o ^1,t^/ellez ,la!r & ,no?+ 

7 ⠀⠀⠀⠀,else """"""""""""""""""""""""""" #c 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀,,plot 

10 ^1,rudy>d ^1,kipl+ ,rikki-tikki-tavi #ac 

11 ^1,o4 ^1,h5ry ,! ,ransom ( ,r$ ,*ief #be 

12 ^7,james ,ramsey ,ullman^' ,a ,boy 

13 ⠀⠀⠀⠀& a ,man1 .1f ,bann] 9 ! ,sky "" #cg 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀@.<,foll[+ ,volumes@.> 

16 ^1,sam ^1,selvon ,! ,m\?-,organ """" #de 

17 ⠀⠀^1,multicultural ^1,3nec;n3 ,! 

18 ⠀⠀⠀⠀,c>i21n,-,a ,mosaic ( ,cultures  #ea 

19 ^7,$w>d ;,d4 ,ho*^' ,zoo """"""""""" #ec 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀⠀⠀,,"* 

22 ^1,paul ^1,annixt] ,la/ ,cov] """""" #ei 

23 ⠀⠀^1,multicultural ^1,3nec;n3 ,! 

24 ⠀⠀⠀⠀,>ti/ 9 ,di6]5t ,cultures """""" #fg 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀p#a 
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Table of Contents, Volume 2 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,3t5ts               ;v 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,%ort ,,/ories 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀,,plot "<3t4"> 

6 ^1,sam ^1,selvon ,! ,m\?-,organ """" #de 

7 ⠀⠀^1,multicultural ^1,3nec;n3 ,! 

8 ⠀⠀⠀⠀,c>i21n,-,a ,mosaic ( ,cultures  #ea 

9 ^7,$w>d ;,d4 ,ho*^' ,zoo """"""""""" #ec 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀,,"* 

12 ^1,paul ^1,annixt] ,la/ ,cov] """""" #ei 

13 ⠀⠀^1,multicultural ^1,3nec;n3 ,! 

14 ⠀⠀⠀⠀,>ti/ 9 ,di6]5t ,cultures """""" #fg

Pronunciation Key in Front Matter Pages 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,pronuncia;n ,key        #ghb 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 a ^2asp1 f^2at1 p^2>rot 

4 @-a ^2ape1 d^2ate1 pl^2ay 

5 ^3a ^2ah1 c^2>1 f^2a!r 

6 ;e ^2elf1 t^251 b^2]ry 

7 @-e ^2ev51 m^1ee^'t1 mon^2ey 

8 444

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀p#bi 

(Return to Text) 
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Section 3   
Transcriber’s Notes 

3.1 Fundamentals ................................................................................. 3-1 
3.2 Format ........................................................................................... 3-2 
3.3 Placement of Transcriber’s Notes ....................................................... 3-3 
3.4 Technical Codes .............................................................................. 3-4 
3.5 Sample .......................................................................................... 3-4 

3.1 Fundamentals 
3.1.1 Any wording not shown in the print text and inserted by the 

transcriber is a transcriber’s note. The notes should be as 
brief as possible, be grammatically correct, and use 
appropriate grade-level vocabulary. Sentence structure and 
word choice are dictated by the grade level of the material. 
Use of full sentences is not necessary in all transcriber’s 
notes. 
Modifications to the print text or formatting changes of 
which the reader should be made aware are explained in a 
transcriber’s note. 

3.1.2 Sample transcriber’s notes used throughout these guidelines 
are suggestions which should be modified appropriately for 
the circumstances and reading level of the book. 

3.1.3 Guidelines from other more technical codes, such as Tactile 
Graphics, may have specialized requirements. 

3.1.4 Transcriber’s notes consisting of seven words or fewer are 
embedded in the text. Longer notes use 7-5 margins. 
Embedded transcriber’s notes may be used in multiple 
formatting situations, e.g., as headings or in keys, usually 
with tables or columns (See Formats, §11, Tables and 
Related Columns). Refer to specific sections in these 
guidelines for the proper way to format transcriber’s notes 
for other situations, e.g., headings, lists, tables, poetry, etc. 
(See Formats, §2.6, Transcriber’s Notes Page.) 

3.1.5 A Braille Reader’s Perspective. Transcriber’s notes 
provide information to the reader that is not readily 
apparent by reading the text alone. Use common sense 
when deciding what is needed in the transcriber’s note, and 
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use the same vocabulary level as the text to maintain the 
reading level of the text. 

3.2 Format 
3.2.1 As a general rule, description of the print format is not 

required and explanation of the braille format is as brief and 
concise as possible. The transcriber’s note should be positive 
and state what the format is, rather than what it is not. 
a. Unspaced transcriber’s note indicators begin (@.<) and 

end (@.>) a transcriber’s note, regardless of the number 
of paragraphs or items it may contain. 

b. A transcriber’s note encompasses all information inserted 
by the transcriber. This note may contain multiple notes 
and paragraphs before it is closed. 

c. Do not insert blank lines before or after a transcriber’s 
note unless required by other formats, e.g., headings, 
lists, poetry, etc. 

d. Page references in transcriber’s notes reference print 
page numbers, e.g., page a37. Items on transcriber-
generated and front matter braille pages are identified by 
the braille page number, e.g., page t3. 

3.2.2 Transcriber’s Notes. A standard transcriber’s note uses  
7-5 margins and provides information to the reader before 
the affected text. 

Example 3-1: Standard Transcriber’s Note 

 

⠀⠀⠀⠀⠀⠀@.<,! symbol .="8 repres5ts 

⠀⠀⠀⠀multiplica;n4@.> 

,i h tr\ble ) multiplica;n tables1 

especially ! #i "8's4 

3.2.3 Embedded Transcriber’s Notes. An embedded 
transcriber’s note is seven words or fewer and may be 
shown within the text, either before or after the text, or 
standing alone, e.g., used as a heading. 
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Example 3-2: Embedded Transcriber’s Note 

 

,electrical 5]gy ;\o @.<"r >r[@.> li<t & 

⠀⠀h1t 

(See Sample 3-1: Headings Added to Matching Exercise on 
page 3-5.) 

3.3 Placement of Transcriber’s Notes 
3.3.1 Symbols widely scattered throughout the text are explained 

at the point of use. Symbols used more often, or in closer 
context, are listed on the Special Symbols page or in a 
transcriber’s note at the point of use. 

3.3.2 Use 1-3 margins for identifications of two or more 
abbreviations or symbols, preceded and followed by a blank 
line. The closing transcriber’s note indicator follows the last 
item. 

Example 3-3: Transcriber’s Note with List of Special Symbols 

 

⠀⠀,? li/ %[s "s ways ^ws c 2 relat$4 

⠀⠀⠀⠀⠀⠀@.<,analogy symbols us$3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

.=3 is to 

.=33 z@.>⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

hide 3 3c1l 33 close 3 %ut 

r\< 3 smoo? 33 p]si/ 3 quit 

page 3 book 33 tree 3 =e/ 

3.3.3 Continuity. Whenever narrative text is interrupted by a full 
print page or more of material (e.g., charts, graphs, boxed, 
or columned information), insert a transcriber’s note at the 
end of the narrative text, before the print page change 
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indicator. Insert the continuation transcriber’s note before 
the narrative text continues (frequently on a new print page 
after the page change indicator). Samples: 

Text continues on page 834. 
Text continued from page b832. 

Example 3-4: Continuation Transcriber’s Note 

 

,?ird ,plebeian4 ,let hm 2 ,caes>4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀@.<,text 3t9ues on page #hcd4@.> 

------------------------------------#hcc 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀,,,lit]ature & gov]n;t,' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,rule by ! ,ri* 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,roman politics (t5 resembl$ a 444 

⠀⠀444 

------------------------------------#hcd 

⠀⠀⠀⠀⠀⠀@.<,text 3t9u$ f page b#hcb4@.> 

3.4 Technical Codes 
3.4.1 Include a comment on the Transcriber’s Notes page when 

Nemeth Code, Tactile Graphics, or other technical notation is 
used in the transcription. Samples: 

Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007–2016 including updates and the Guidance 
for Transcription Using the Nemeth Code within UEB Context. 

Tactile graphics are produced according to the Guidelines 
and Standards for Tactile Graphics, 2010. 

3.4.2 List the technical symbols on the Special Symbols page. 
3.5 Sample 

Sample 3-1: Headings Added to Matching Exercise, page 3-5 
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Sample 3-1: Headings Added to Matching Exercise 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀,,sat ,vocabul>y ,quiz3 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,lit]>y ,t]ms 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀,direc;ns3 ,mat* ea* t]m ) ! prop] 

5 ⠀⠀⠀⠀def9i;n4 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀@.<,t]m@.> 

8 a4 allegory 

9 ;b4 allu.n 

10 ;c4 antagoni/ 

11 444 

12 ;h4 protagoni/ 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀@.<,def9i;n@.> 

15 #a4 a wild exa7]a;n2 an ov]/ate;t 

16 #b4 a symbolic /ory or n>rative 

17 #c4 an adv]s>y2 an oppon5t2 a h]o's 5emy 

18 444 

19 #h4 ! ma9 "* 9 a lit]>y "w 

(Return to Text) 





 4-1 Section 4 
Headings 

Section 4  
Headings 

4.1 Fundamentals ................................................................................. 4-1 
4.2 Heading Hierarchy ........................................................................... 4-2 
4.3 General Provisions for Centered, Cell-5, and Cell-7 Headings ................ 4-3 
4.4 Centered Headings .......................................................................... 4-6 
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4.1 Fundamentals 
4.1.1 Print books use various methods to distinguish headings: 

different fonts and font sizes, color, placement on the page, 
etc. Just as print headings provide a hierarchy structure of 
levels, an effort should be made to achieve the same type of 
structure in braille. This is done after a careful examination 
of headings in the table of contents and the body of text. It 
is important to be consistent in the treatment of similar print 
headings throughout the entire transcription. (See Sample 
4-1: Page with Multiple Heading Levels on page 4-14.) 

4.1.2 A Braille Reader’s Perspective. Headings are one of the 
most important ways a reader obtains information about the 
print format of material being presented on the braille page. 
Headings denote hierarchy, and by doing a quick finger scan 
one can quickly move to pertinent sections. A reader who 
finds blank space at the margin will check to see what it 
means by doing a quick scan of the current line and possibly 
the next several lines (usually to about the middle) to see if 
something is indented and if the general indent pattern has 
changed—such as a change from a paragraph to a list. 
Think of blank lines before headings like a stop sign. When 
readers encounter one, they stop to check. Finding a 
heading level quickly is the key for the braille reader. The 
more it stands out, the more important that heading level is. 
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A centered heading will quickly show an uneven structure 
somewhere near the middle of the line. Cell-5 and cell-7 
headings will show even left margins at their particular 
indent levels. Readers learn to find common indent levels 
almost without counting cells. 

4.2 Heading Hierarchy 
4.2.1 As a general rule, centered headings are used to represent 

the print headings of major sections of the text, and cell-5 
and cell-7 headings are used to represent the print headings 
for subsections shown within major sections. When there are 
more than three distinct heading levels in print, cell-7 
headings are applied only to the lowest hierarchy level; the 
use of centered headings is extended to one or more 
subsection levels as necessary. 
Example 4-1: Three Distinct Heading Levels (Print Only) 
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4.2.2 The order of braille heading hierarchy is as follows: 
centered, cell-5, cell-7. (See Sample 4-2: Heading Hierarchy 
on page 4-17.) 
Additional provisions governing the use and placement of 
headings are given in other sections of these guidelines. 

4.3 General Provisions for Centered, Cell-5, and Cell-7 
Headings 

4.3.1 A heading can be placed on line 1 of the braille page if a 
running head is not used. 

4.3.2 Place a heading on line 3 if a running head is used. 
4.3.3 Do not insert a blank line between connected headings. 

Example 4-2: Centered Title and Author Headings 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,by ,any ,o!r ,"n 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,san?a ,rama ,rau 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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Example 4-3: Connected Chapter Number and Title Headings 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,!me #a 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,transi;ns 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,transi;ns >e *anges,-passages f "o 

place to ano!r1 

Example 4-4: Unit Number and Title 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,unit ,,"o 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,! ,%ort ,/ory 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4.3.4 A heading is preceded by a blank line when it follows a page 
change indicator. 
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Example 4-5: Heading Following a Page Change Indicator 

 

#e4 ,am;g ! museum's o!r           c#adg 

⠀⠀tr1sures "<is1 >e"> s"eal suits ( 

⠀⠀>mor4 

------------------------------------#adh 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,9t]rupt$ ,ord] 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,! n\n close/ to ! v]b is n alw ! 

subject ( a s5t;e4 

4.3.5 A heading is not preceded by a blank line when it follows a 
top box line. 

Example 4-6: Heading After a Top Box Line 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

⠀⠀⠀⠀⠀⠀⠀⠀,take ,c>e ( a ,noseble$ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

^7,sit up"r & l1n =w>d4^' ,by rema9+ 

⠀⠀up"r1 y r$uce blood pressure 9 ! ve9s 

⠀⠀( yr nose4 444 

gggggggggggggggggggggggggggggggggggggggg 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4.3.6 A heading is not preceded by a blank line when it follows the 
note separation line. (See Formats, §16.5, Notes.) 
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4.3.7 Follow print capitalization. Ignore font attributes in centered, 
cell-5, and cell-7 headings, except when required for 
distinction. 

Example 4-7: Heading with Partial Emphasis 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀,h5rik ,ibs51 .7,a ,doll's ,h\se.' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,nora "<pause">3 ,does any?+ /rike y z 

⠀⠀we sit "h8 

4.3.8 Follow print for use of punctuation (e.g., hyphen, dash, 
colon, slash, etc.) in headings. 

4.3.9 Centered, cell-5, and cell-7 headings must be followed by at 
least one line of text on the braille page. 

4.3.10 Centered, cell-5, and cell-7 headings are not repeated when 
the text that applies to them is continued on the following 
page. 

4.4 Centered Headings 
The following guidelines are in addition to the general 
provisions in Formats, §4.3. 

4.4.1 A centered heading is preceded and followed by a blank line. 
Exceptions: 
a. Do not insert a blank line between a centered heading 

and a related box. 
b. A centered heading is preceded but not followed by a 

blank line in a table of contents entry. 
c. Do not insert blank lines before or after alphabetic 

divisions in alphabetic references. 
4.4.2 At least three blank cells must precede and follow a centered 

heading. 
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4.4.3 Headings should be balanced and divided at a logical 
location when longer than one line. 

Example 4-8: Balanced Centered Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀,,,us+ natural res\rces 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀9 ! unit$ /ates,' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4.5 Cell-5 Headings 
The following guidelines are in addition to the general 
provisions in Formats, §4.3. 

4.5.1 Precede a cell-5 heading with a blank line. 
4.5.2 Block the heading in cell 5. 
4.5.3 The heading is usually not followed by a blank line, and 

takes precedence over the use of blank lines in other 
formats, such as lists (unless the list is arranged in more 
than one column). (See Formats, §4.5.4, §8.4.1a, Simple 
Lists in Columns.) 
Example 4-9: Cell-5 Heading Before List 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,mat]ials 

field notebook 

field guide ( >ea species "<plant1 

⠀⠀animal1 & fungus"> 

/r+ 

p5cil 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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4.5.4 Maintaining the hierarchy of headings in a document is 
important, and there may be times when columned material 
will follow a cell-5 heading. Insert a blank line to separate 
the cell-5 heading from the columns so it is clear the 
heading is related to all columns. 

Example 4-10: Cell-5 Heading Before Related Columns 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,irregul> ,adv]bs 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,positive  ,comp>ative  ,sup]lative 

"33333333  "3333333333  "3333333333 

well """"  bett] """""  be/ 

badly """  worse """""  wor/ 

ll """"""  less """"""  l1/ 

m* """"""  m """""""""  mo/ 

f> """"""  f>!r """"""  f>!/ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4.5.5 A cell-5 heading cannot be followed by a centered heading. 
4.5.6 A cell-5 heading may be followed by an equally important 

cell-5 heading, without a blank line between the two 
headings. This format is dictated by the hierarchy of the 
headings. 

4.5.7 A cell-5 heading may be followed by a cell-7 heading, 
without an intervening blank line. (See Sample 4-3: Cell-5 
Heading Followed by a Cell-7 Heading on page 4-18.) 

4.6 Cell-7 Headings 
The following guidelines are in addition to the general 
provisions in Formats, §4.3. 
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4.6.1 Cell-7 heading guidelines are essentially the same as cell-5 
heading guidelines. 

4.6.2 Precede a cell-7 heading with a blank line. 
Exception: There is no blank line between a cell-5 heading 
and cell-7 heading. 

4.6.3 Block the heading in cell 7. 
4.6.4 Follow a cell-7 heading by accompanying text, including 

lists, on the next line. (See Sample 4-4: Cell-7 Heading with 
Displayed Quotation on page 4-19.) 

4.6.5 Maintaining the hierarchy of headings in a document is 
important, and there may be times when columned material 
will follow a cell-7 heading. Insert a blank line to separate 
the cell-7 heading from the columns, so it is clear the 
heading is related to all columns. 

Example 4-11: Cell-7 Heading Before Unrelated Columns 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀,v]bs 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

b1t    bl[   cat*   d 

2come  br1k  *oose  draw 

2g9    br+   come   dr9k 

bet    bur/  cut    drive 

bite   buy   dive   eat 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4.6.6 A cell-7 heading cannot be followed by a: 
Centered heading 
Cell-5 heading 
Cell-7 heading 
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4.7 Marginal Headings 
4.7.1 Unit, chapter, or section headings printed in the margin are 

placed before the material to which they apply. Use the 
heading level appropriate to the material. 

Example 4-12: Marginal Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,,rememb] 

,m5u items t h an >r[ to ! "r (f] 

subm5us1 : y c op5 by hold+ yr m\se on t 

m5u *oice4 ,(t5 ! subm5us h _! [n 

subm5us )91 (f]+ ev5 m programs4 

4.8 Paragraph Headings 
4.8.1 Paragraph (run-in) headings introduce the focus of the 

paragraph(s). The heading is typically an emphasized word 
or phrase and may or may not be followed by punctuation. 
Follow print for emphasis, capitalization, and punctuation. 
Use full capitalization for uppercase paragraph headings. No 
additional emphasis should be used. 

Example 4-13: Paragraph Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,commun;y ,,s]vice 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

^1,ac;n ^1,plan ,h[ c y get 9volv$ ) 

tree plant+ 9 yr commun;y8 
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Example 4-14: Uppercase Paragraph Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,commun;y ,,s]vice 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,,ac;n ,,plan ,h[ c y get 9volv$ ) tree 

plant+ 9 yr commun;y8 

4.8.2 Changing Paragraph Headings to Cell-5 or Cell-7 
Headings. A paragraph heading may provide better 
navigation for the braille reader when it is separated from 
the paragraph and changed to a cell-5 or cell-7 heading. 
(See Sample 4-5: Paragraph Headings Relocated on page  
4-20 and Sample 4-6: Paragraph Heading Changed to Cell-5 
Heading on page 4-21.) 

4.8.3 Heading levels may be changed in the braille edition to 
enhance the importance of a specific heading. A heading 
level may be changed to another form of heading if: 
a. More than one kind of paragraph heading is used, 

distinguishable to the print reader by a different font size 
or face; or 

b. The effect of a paragraph heading covers multiple 
paragraphs or the effect of the heading cannot be readily 
identified by obvious means, such as another paragraph 
heading or change in type of material. 

4.9 Icons and Headings 
4.9.1 Icons may be used with headings or within text to indicate 

specific types of text, e.g., important facts, essay questions, 
etc. (See UEB, §3.22, Shapes and §11.7.2, Transcriber-
Defined Shapes.) The icon (shape indicator and letters) is 
preceded and followed by a blank space. Icons follow print 
for placement, e.g., preceding or following a heading. 
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Example 4-15: Pencil Icon with Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀@$p ,we ,rememb] 

4.9.2 The icon symbol may be omitted when a written description 
has been provided and the information is more logically 
provided using the available text. It will be necessary to 
determine the best option for each book. 
a. When appropriate, icon headings may be expressed in 

words. This may be a better option for earlier grades. 
b. Icons may be devised and print followed for placement, 

e.g., following a heading. (See Sample 4-7: Icon 
Headings with Descriptions on page 4-22.) 

4.9.3 List the icon on the Special Symbols page. 

4.10 Lengthy Series of Headings 
4.10.1 Extremely long series of headings may take an entire braille 

page without subsequent text, especially on braille page 1 
when there is a long full title. The last heading, in its 
entirety, should be on the same page where text begins. 

4.11 Reference Marks and Notes to Headings 
See Formats, §16, Notes, for the format of notes and 
reference marks. 
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4.12 Samples 
Sample 4-1: Page with Multiple Heading Levels, page 4-14 
Sample 4-2: Heading Hierarchy, page 4-17 
Sample 4-3: Cell-5 Heading Followed by a Cell-7 Heading, 

page 4-18 
Sample 4-4: Cell-7 Heading with Displayed Quotation, page  

4-19 
Sample 4-5: Paragraph Headings Relocated, page 4-20 
Sample 4-6: Paragraph Heading Changed to Cell-5 Heading, 

page 4-21 
Sample 4-7: Icon Headings with Descriptions, page 4-22 
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Sample 4-1: Page with Multiple Heading Levels 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,sec;n #cg4b         #ajhd 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,! ,immune ,sy/em 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,r1d+ ,preview 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀,objectives 

7 _4 ^7,comp>e & 3tra/^' nonspecific & 

8 ⠀⠀specific immun;y4 

9 444 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀,review ,vocabul>y 

12 ^7:ite blood cells3^' l>ge1 nucl1t$ 

13 ⠀⠀blood cells t play a major role 9 

14 ⠀⠀protect+ ! body f =eign sub/.es & 

15 ⠀⠀microorganisms 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀⠀⠀,new ,vocabul>y 

18 comple;t prote9 

19 9t]f]on 

20 444 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

22 ⠀⠀⠀⠀,,ma9 ,idea 

23 ,! immune sy/em has two ma9 compon5ts3 

24 nonspecific immun;y & specific immun;y4 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 
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1 ⠀⠀⠀⠀⠀⠀,r1l-,_w ,r1d+ ,l9k         a#ajhd 

2 ,we live ) a numb] ( pot5tial pa?og5s s* 

3 z bact]ia & viruses t c cause 41se4 444 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,nonspecific ,immun;y 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,at ! "t ( bir?1 ! body has a numb] ( 

8 def5ses 9 ! immune sy/em t fi<t (f 

9 pa?og5s4 444 

10 ⠀⠀,! nonspecific immun;y provid$ by ! 

11 body helps to prev5t 41se4 444 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀⠀,b>ri]s 

14 ,l ! /r;g walls ( a =t1 b>ri]s >e us$ by 

15 ! body to protect ag/ pa?og5s4 444 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ^1,sk9 ^1b>ri] ,"o ( ! simple/ ways t ! 

18 body avoids 9fecti\s 41se is by prev5t+ 

19 =eign organisms f 5t]+ ! body4 444 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ^1,*emical ^1b>ri]s ,saliva1 te>s1 & 

22 nasal secre;ns 3ta9 ! 5zyme lysozyme4 

23 444 

(Return to Text) 
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Sample 4-2: Heading Hierarchy 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,make ,3nec;ns 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,writ+ ,,ela,-;,w #b4c 

4 ⠀⠀⠀⠀⠀⠀,write a ,report 

5 ,"s types ( bact]ia h be5 us$ to help 

6 cl1n up oil spills 9 oc1ns or 9 lakes4 

7 ,ga!r 9=ma;n ab h[ ! bact]ia 7 us$1 & 

8 prep>e a report4 ,%>e yr f9d+s ) ! o!r 

9 /ud5ts 9 yr class4 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀,ma? ;,,sdap #a4a 

12 ⠀⠀⠀⠀⠀⠀,make a ,graph 

13 ,h1l?y soil has l>ge numb]s ( decompos]s 

14 liv+ 9 x4 ,"o gram ( soil "<m* less ?an 

15 an \nce"> c 3ta9 #ajj1jjj algae1 

16 #a1jjj1jjj fungi1 & #ajj1jjj1jjj 

17 bact]ia4 ,make a b> graph comp>+ ! 

18 numb]s ( ^! types ( decompos]s 9 ! soil4 

(Return to Text) 
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Sample 4-3: Cell-5 Heading Followed by a Cell-7 Heading 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,! ,puni%;t ( ,crime 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,torture & capital puni%;t rema9$ common 

4 f1tures ( ,europ1n judicial sy/ems well 

5 9to ! ei<te5? c5tury4 ,public spectacles 

6 7 especially grue"s z ? exc]pt f ! 

7 .1,nocturnal .1,spectator ( ,re/if de la 

8 ,bretonne demon/rates4 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀,re/if de la ,bretonne1 

11 ⠀⠀⠀⠀.1,nocturnal .1,spectator 

12 ⠀⠀⠀⠀⠀⠀,! ,brok5 ,man 

13 ,i w5t home by way ( rue ,sa9t-,anto9e & 

14 ! ,place 444 

(Return to Text) 
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Sample 4-4: Cell-7 Heading with Displayed Quotation 

6 ⠀⠀,/rik+ ! prop] bal.e 2t fre$om = ! 

7 9dividual & ! "rs ( society z a :ole is 

8 simil>ly di6icult,-& vital4 ,abraham 

9 ,l9coln once /at$ democracy's problem 9 

10 ^! ^ws3 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀⠀⠀⠀⠀,,prim>y ,s\rces 

13 ⠀⠀8,m/ a gov]n;t ( necess;y 2 too /r;g = 

14 ⠀⠀! lib]ties ( xs [n p1 or too w1k to 

15 ⠀⠀ma9ta9 xs [n exi/;e80 

16 ⠀⠀⠀⠀⠀⠀,-.7,response to a ,s]5ade1.' 

17 ⠀⠀⠀⠀⠀⠀,novemb] #aj1 #ahfd 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀,human 2+s desire bo? lib]ty & 444 

(Return to Text) 
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Sample 4-5: Paragraph Headings Relocated 

Option 1 

1 ⠀⠀⠀⠀,3nec;n to ,hi/ory 

2 ⠀⠀⠀⠀⠀⠀,! tree ( life 

3 ,9 8 book .7,on ! ,orig9 ( ,species.'1 

4 ,*>les ,d>w9 us$ ! analogy ( a tree to 

5 su7e/ t all ( ! species 

Option 2 

6 ⠀⠀⠀⠀,3nec;n to ,hi/ory 

7 ⠀⠀⠀⠀,! tree ( life 

8 ,9 8 book .7,on ! ,orig9 ( ,species.'1 

9 ,*>les ,d>w9 us$ ! analogy ( a tree to 

10 su7e/ t all ( ! species 

Option 3 

11 ⠀⠀⠀⠀,3nec;n to ,hi/ory 

12 @#7,! tree ( life@#' ,9 8 book .7,on ! 

13 ,orig9 ( ,species.'1 ,*>les ,d>w9 us$ ! 

14 analogy ( a tree to su7e/ t all ( ! 

15 species 

(Return to Text) 
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Sample 4-6: Paragraph Heading Changed to Cell-5 Heading 

1 ⠀⠀⠀⠀,kettles & ,/1m]s 

2 ,) kettles & /1m]s1 *efs c prep>e l>ge 

3 am.ts ( food e6ici5tly4 444 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 _4 ^1,/1m-,jacket$ ^1,kettle4 ,available 

6 ⠀⠀9 bo? free/&+ & tabletop models1 a 

7 ⠀⠀^1/1m-jacket$ ^1kettle is a kettle t 

8 ⠀⠀provides an ev5 h1t by circulat+ /1m 

9 ⠀⠀"? xs walls4 444 

(Return to Text) 
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Sample 4-7: Icon Headings with Descriptions 

Full Text of Icon Descriptions in Front of Book 

 

Icon Use within Text 

Option 1 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

2 ⠀⠀⠀⠀,proc$ure 

3 ,eye ,safety 

4 ,clo?+ ,protec;n 

5 ,h&wa%+ 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 #a4 ,r1d & complete ! lab safety =m4 

Option 2 (Icons are Listed on Special Symbols Page) 

8 ⠀⠀⠀⠀,proc$ure @$es @$cp @$hw 

9 #a4 ,r1d & complete ! lab safety =m4 

(Return to Text) 
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Section 5   
Typeforms 

5.1 Fundamentals ................................................................................. 5-1 
5.2 Distinctive Typefaces and Font Attributes ........................................... 5-2 
5.3 When Print Font Attributes May Be Ignored ......................................... 5-3 
5.4 Retaining Font Attributes .................................................................. 5-7 
5.5 Color, Highlighting, and Other Print Fonts ........................................... 5-9 
5.6 Font Emphasis for One or More Paragraphs ....................................... 5-10 
5.7 Emphasized Letters within a Word ................................................... 5-10 
5.8 Multiple Emphasis in Exercise Material .............................................. 5-11 
5.9 Words Enclosed in Shapes .............................................................. 5-12 
5.10 Samples ....................................................................................... 5-13 

5.1 Fundamentals 
5.1.1 Font attributes are unique characteristics of a print font, 

e.g., italics, bold, red, highlighting, etc. 
A variety of visual techniques are used to attract a reader’s 
attention, including the use of font attributes. Teachers may 
reference these; consequently it is becoming more 
important to follow print for educational content. 

5.1.2 Retain all font attributes that add meaning to the text and 
may be referenced by the teacher, another reader, or 
elsewhere in the book or corresponding workbook/handbook. 
If it is determined that the emphasis should be retained, 
follow print. 

5.1.3 Omitting attributes entirely may limit the ability of the 
reader to find necessary information. For example, if a 
statement is made that all prefixes and suffixes are bold and 
then the bold is omitted, the student will not be able to 
identify independently what is or is not a prefix or suffix. 

5.1.4 Print Font Attributes 
UEB defines symbols for italics, bold, underlining, and script. 
There are also five transcriber-defined typeform indicators to 
be used for other print font attributes. Each typeform 
indicator requires the addition of a symbol, word, or passage 
indicator. Passage indicators require the use of a typeform 
terminator. (See Formats, Appendix G, for a list of these 
symbols and UEB, §9, Typeforms.) 



 5-2 Section 5 
Typeforms 

See Sample 5-1: Underlined Text, page 5-14. 
5.1.5 It is not always necessary to indicate a “double” font 

attribute, such as bold italics or bold highlighting. The 
primary attribute, such as italics or highlighting, is often 
sufficient. The transcriber needs to decide if the double 
attribute is necessary while structuring the braille edition. 

5.1.6 A Braille Reader’s Perspective. Typeform indicators in 
braille do not emphasize, i.e., they do not draw our attention 
to material. They simply indicate that the print shows 
emphasis. That is why we do not emphasize material in 
braille that is emphasized for decorative purposes. We also 
do not emphasize material such as a heading, when format 
serves the purpose of emphasis to the braille reader. 
We use braille typeform indicators for two main reasons: 
a. To show the braille reader a situation in which emphasis 

is used in print. Foreign words are sometimes 
emphasized for this reason, as well as paragraph 
headings. 

b. To give the braille reader an accurate rendition of the 
print text in situations where the type of print emphasis 
(e.g., color, italics, bold, underlining, script, etc.) might 
be mentioned by the print reader. For example, a teacher 
might mention a blue box or a word in bold. 

5.2 Distinctive Typefaces and Font Attributes 
5.2.1 Distinctive typefaces include facsimiles of handwriting and 

hand printing, or any font other than the primary one used 
in the text. Some font attributes seen frequently in 
educational material are italics, boldface, small capitals 
(print capitals the height of lowercase letters), underlining 
(single and multiple), color, highlighting, etc. 
a. If the use of small capitals is determined to be a required 

print font, use a transcriber-defined typeform indicator to 
indicate the small capitals (Example: HORSE). If the small 
capitals do not need to be distinguished in some way, the 
word(s) may be fully capitalized in braille. Note: Use a 
capital indicator before the first letter of a word printed in 
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small capitals when the initial letter of the word is shown 
in larger font (Example: HORSE). 

b. Roman numerals and similar material in small capitals 
should be transcribed using an initial capital or the 
capitalized word indicator (fully capitalized). 

c. Uppercase is not a font attribute. Follow print for 
capitalization. 

5.3 When Print Font Attributes May Be Ignored 
5.3.1 Print font attributes may be ignored when they are used for 

decorative purposes and do not add information for the 
reader. In general, font attributes in tables of contents, 
headings (centered, cell-5, cell-7), dedications, titles, lists, 
etc., do not reinforce learning or have any additional value 
for the reader. When these items are partially emphasized, 
however, font attributes must be retained. 

5.3.2 Ignore font attributes used for letters that mean letters and 
are shown standing alone, with or without punctuation. Note 
this change on the Transcriber’s Notes page. 

Example 5-1: Italicized Single Letters 

 

,! spell+ h9t 8i 2f ;e1 except af ;c0 

isn't v help;l1 2c "! >e _m excep;ns4 

5.3.3 Ignore font attributes used with word parts standing alone, 
e.g., prefixes, suffixes, and identified root words. Note this 
change on the Transcriber’s Notes page. 
Example 5-2: Prefix and Suffix with Font Attributes 

 

dis- 

ible 

-ance 
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5.3.4 Ignore font attributes used with parts-of-speech 
abbreviations (with or without punctuation), e.g., v. or v for 
verb, n. or n for noun, m. or m for masculine, f. or f for 
feminine in dictionaries and glossaries. Note this change on 
the Transcriber’s Notes page. 

Example 5-3: Part-of-Speech Abbreviation 

 

a3use "<uh-,,kuz"> ;v4 blame 

5.3.5 Ignore font attributes for titles of books, poems, plays, etc., 
that appear as a complete heading. Note: Font attributes 
are retained when titles of books, poems, plays, etc., are 
mentioned in the text. 

Example 5-4: Ignore Font Attribute for Title 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,eyes & ,te>s 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,&rew ,,m>vell 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,h[ wisely ,nature did decree1 

5.3.6 Ignore font attributes when they are used as a simple visual 
enhancement for print layout, e.g., a heavier font used for 
instructions, italics used for a dedication, etc. 
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Example 5-5: Bold Ignored (Print Only) 

 

Example 5-6: Italics Ignored (Print Only) 

 

5.3.7 Ignore font attributes when an entire vocabulary or spelling 
words list is emphasized. 

Example 5-7: Italics Ignored for Spelling Words 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,,spell+ ,,^ws 

#a4 fr⠀friend 

#b4 v⠀very 

#c4 p⠀people 

#d4 busy 

5.3.8 Ignore font attributes for scene settings and stage directions 
in plays or dialogue. 
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Example 5-8: Font Attributes Ignored in Plays 

 

^1,katie "<amus$">4 ,bill1 t ma*9e 0 

⠀⠀made by ,japanese te*nicians :o ?9k ( 

⠀⠀ne> "ey?+4 ,x'll run on xs [n4 

^1,bill4 ,y1h1 b x's be5 a l;g "t 444 

^1,katie4 ,okay4444 

⠀⠀⠀⠀⠀⠀"<,%e />ts \1444 !n turns 9 ! 

⠀⠀⠀⠀⠀⠀doorway z "s?+ else /rikes h]4"> 

5.3.9 Ignore font attributes for numbers/letters beginning exercise 
material, alphabetic divisions, etc. 

Example 5-9: Font Attribute Ignored for Bold Numbers 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,:at ,y ,w ,4cov] 

#a4 ,did yr spid] w1ve a web8 

#b4 ,:at "t ( "d did yr spid] />t to 

⠀⠀w1ve xs web8 

#c4 ,did yr spid] build j "o web8 

5.3.10 Ignore font attributes used to indicate quoted material 
enclosed in quotation marks. Note: There may be situations 
when it is better to retain emphasis for the quoted text, and 
it is the transcriber’s responsibility to evaluate each situation 
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for readability and clarity. (See Sample 5-2: Ignoring Font 
Attributes in Quoted Matter on page 5-15.) 

5.3.11 Ignore font attributes for entry words in alphabetic 
references, unless required for distinction, e.g., book titles, 
foreign words, etc. 

Example 5-10: Italics Retained for Distinctive Entry Words 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀;,g 

,gift tax ,a tax on a gift by a liv+ 

⠀⠀p]son4 ;p4 #dea 

.1,glasno/ ,! ,soviet policy ( op5;s "u 

⠀⠀: tol].e ( 4s5t & fre$om ( expres.n 

⠀⠀9cr1s$4 ;p4 #fdf 

5.4 Retaining Font Attributes 
5.4.1 Follow print for the meaningful use of italics, bold, color, etc., 

as they may be part of classroom discussion. For example, a 
teacher may tell students that all blue words will be on a 
test. Indicating color in braille lets the student study 
independently. 

5.4.2 Follow print when a title is printed in italics or other 
emphasizing typeface and follows a preposition that is in a 
different typeface, or when the preposition is in a typeface 
different from the title. 
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Example 5-11: Retain Font Attribute for Title 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,eyes & ,te>s 

⠀⠀⠀⠀⠀,f .7,&rew ,m>vell ,revisit$.' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀by ,?omas ,:eel] 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,h[ wisely ,nature did decree1 

Example 5-12: Retain Font Attribute for Preposition 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,:at ,makes ,a ,w9n] 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀.1f ,s1biscuit3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,an ,am]ican ,leg5d 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀,biography by ,laura ,hill5br& 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,quiet trepida;n settl$ ov] 444 

5.4.3 Follow print for font attributes used to identify glossary 
words throughout the text. 
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Example 5-13: Glossary Words 

 

⠀⠀,sociologi/s ref] to ? tr5d z ! 

^7fem9iza;n ( pov]ty^' "<.7,! ,/ate ( 

,am]ica's ,*n1.' #aiih">4 

5.5 Color, Highlighting, and Other Print Fonts 
5.5.1 The print font for italics, bold type, underlining, and script 

are represented by specific braille symbols. Other print fonts 
(e.g., color, double underlining, etc.) are represented in 
braille using transcriber-defined font indicators. See 
Formats, Appendix G, for a list of these symbols and UEB 
§9.5: Transcriber-Defined Typeform Indicators. 

5.5.2 Transcriber-defined indicators are used in order: use the 
first transcriber-defined symbol for the first undefined print 
font, then the second transcriber-defined symbol, and so on. 
Be consistent within a transcription regarding the usage of 
these indicators. If all transcriber-defined indicators are 
used, other typeform indicators may be used for color or 
highlighting (if they are not already used within the volume). 

5.5.3 The transcriber-defined indicator(s) and termination 
indicator(s) are listed on the Special Symbols page, or in a 
transcriber’s note before the text. Sample: 

Symbols used in this volume: 
 

.=@#7 Double underline passage indicator 

.=@#' Double underline terminator 

.=^#1 Yellow highlighted word indicator 
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Example 5-14: Use of Transcriber-Defined Indicators 

 

⠀⠀⠀⠀⠀⠀@.<,symbols us$ 2l3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

.=@#7 ,d\ble "ul9e passage 9dicator 

.=@#' ,d\ble "ul9e t]m9ator 

.=^#1 ,yell[ hi<li<t$ ^w 9dicator@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

#a4 ,use a plural v]b ) subjects jo9$ by 

⠀⠀⠀⠀.1&4 

⠀⠀,my s*ool's @#7or*e/ra .1& b&@#' 

⠀⠀⠀⠀^#1h di6]5t 9/ru;ts4 

(See Sample 5-3: Use of Color as Emphasis on page  
5-16.) 

5.6 Font Emphasis for One or More Paragraphs 
5.6.1 Insert the appropriate font passage indicator at the 

beginning of each paragraph. 
5.6.2 Insert the passage terminator at the end of the final 

paragraph. (See UEB §9.9.1, Typeform Passages Extending 
Across Consecutive Same Text Elements.) 

5.7 Emphasized Letters within a Word 
5.7.1 Letters within words are emphasized for a variety of 

reasons, e.g., to show changes in spelling, additions of 
prefixes or suffixes, and alliteration. When letters are 
emphasized with any font attribute (e.g., italics, bold, 
colored type, underlined letters, etc.): 
a. Follow print for the emphasis used. 
b. Use contracted braille for all words with emphasized 

letters. If the emphasis applies to the initial letter of a 
contraction, the contraction can still be used. 

c. Use the typeform word indicator when the emphasis 
applies to more than one symbol. If the emphasis occurs 
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within a word and a return to regular type is required, 
use a terminator to show the return to regular print font. 

Example 5-15: Emphasized Letters within a Word 

 

_2,%e _2sells _2s1%ells by ! _2s1%ore4 

_1,%_'e sells sea_1%_'ells by ! 

⠀⠀sea_1%_'ore4 

5.8 Multiple Emphasis in Exercise Material 
5.8.1 Exercise Material. The use of multiple font attributes in 

quick succession may hinder readability for some students. 
Transcribers must use their best judgment when opting to 
show the attributes used in text. It may be beneficial to 
transcribe a sentence first without the typeform indicators, 
then repeat the sentence with all the indicators. Explain this 
technique on the Transcriber’s Notes page or in a 
transcriber’s note before the exercise. Symbols used should 
be listed on the Special Symbols page or in a transcriber’s 
note at the site. Sample: 

Each sentence is shown first without emphasis and then 
repeated with all indicators used. 
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Example 5-16: Repeated Sentences 

 

⠀⠀⠀⠀⠀⠀@.<,ea* s5t;e is %[n f/ )\t 

⠀⠀⠀⠀emphasis & !n rep1t$ ) all 9dicators 

⠀⠀⠀⠀us$4@.> 

#a4 ,x is sn[+ \tside4 ,! /reet is wet4 

⠀⠀#a4 ,x @#1is _1sn[+ \tside4 ,! /reet 

⠀⠀⠀⠀^#1is wet4 

#b4 ,i h b"\ new boots4 ,!y h woolly 

⠀⠀⠀⠀l9+s4 

⠀⠀#b4 ,i @#1h _1b"\ new boots4 ,!y ^#1h 

⠀⠀⠀⠀woolly l9+s4 

5.9 Words Enclosed in Shapes 
5.9.1 Words may be enclosed in a variety of shapes. Use a 

transcriber-defined typeform indicator to represent this in 
braille. (See UEB §9.5, Transcriber-Defined Typeform 
Indicators.) 

5.9.2 A transcriber’s note and/or a list of special symbols explains 
this usage. Sample: 

In the sentences below, some words are enclosed in a 
rectangle or an oval. When multiple words are within one 
shape, a passage indicator rather than a word indicator is used. 
Symbols used: 

 

.=@#7 Words enclosed in a rectangle 

.=@#' Rectangle terminator 

.=^#1 Word enclosed in an oval 
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Example 5-17: Use of Typeform Indicators to Show Words in Shapes 

 

⠀⠀⠀⠀⠀⠀@.<,9 ! s5t;es 2l1 "s ^ws >e 

⠀⠀⠀⠀5clos$ 9 a rectangle or an oval4 ,:5 

⠀⠀⠀⠀multiple ^ws >e )9 "o %ape1 a 

⠀⠀⠀⠀passage 9dicator r ?an a ^w 9dicator 

⠀⠀⠀⠀is us$4 ,symbols us$3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

.=@#7 ,^ws 5clos$ 9 a rectangle 

.=@#' ,rectangle t]m9ator 

.=^#1 ,^w 5clos$ 9 an oval@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,bo/on c 2 @#7v hot@#' dur+ ! ^#1summ] 

mon?s4 

5.10 Samples 
Sample 5-1: Underlined Text, page 5-14 
Sample 5-2: Ignoring Font Attribute in Quoted Matter, page 

5-15 
Sample 5-3: Use of Color as Emphasis, page 5-16 
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Sample 5-1: Underlined Text 

 

1 ⠀⠀⠀⠀⠀⠀@.<,symbols us$3 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 .=_1 ,"ul9$ ^w 9dicator 

4 .=@#1 ,d\ble "ul9e@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀,on ,yr ,[n 

7 ⠀⠀⠀⠀#ae-#dj4 ,write ! tw5ty-six 

8 ⠀⠀⠀⠀preposi;nal phrases 9 ? "p ( an 

9 ⠀⠀⠀⠀5cyclop$ia 5try4 ,"ul9e ea* 

10 ⠀⠀⠀⠀preposi;n once & xs object twice4 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀⠀⠀,example3 

13 ,cultur$ pe>ls c 2 f.d 9 a v>iety ( 

14 ⠀⠀⠀⠀colors4 

15 ⠀⠀_19 a @#1v>iety2 _1( @#1colors 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 5-2: Ignoring Font Attribute in Quoted Matter 

7 ⠀⠀,columbus sail$ f ,spa9 on ,augu/ #c1 

8 #adib4 ,on ,octob] #ab he si<t$ l&1 an 

9 isl& 9 :at is n[ call$ ! ^1,we/ 

10 ^1,9dies4 ,ab two weeks lat] he si<t$ 

11 :at he ?"\ 0 ,japan1 al call$ ,zipangu 

12 at t "t4 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀8,all my globes & _w maps seem to 

15 ⠀⠀9dicate t ! isl& ( ,japan is 9 ? 

16 ⠀⠀vic9;y & ,i am sure t ,cuba & ,zipangu 

17 ⠀⠀>e "o40 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ,by #aejd ,columbus _h complet$ ?ree m 

20 exp$i;ns4 

(Return to Text) 
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Sample 5-3: Use of Color as Emphasis 
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1 ⠀⠀⠀⠀⠀⠀@.<,symbols us$ 2l3            #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 .=@#7 ,blue passage 9dicator 

4 .=@#' ,blue t]m9ator 

5 .=^#7 ,gre5 passage 9dicator 

6 .=^#' ,gre5 t]m9ator 

7 .=_#7 ,orange passage 9dicator 

8 .=_#' ,orange t]m9ator 

9 .="#7 ,p9k passage 9dicator 

10 .="#' ,p9k t]m9ator 

11 .=.#7 ,purple passage 9dicator 

12 .=.#' ,purple t]m9ator 

13 .=@7 ,violet passage 9dicator 

14 .=@' ,violet t]m9ator@.> 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀⠀tip 

17 ⠀⠀⠀⠀,mat* ! colors = facts1 r1sons1 

18 ⠀⠀⠀⠀examples1 & explana;ns to see h[ 

19 ⠀⠀⠀⠀details >e >rang$ 9 ! p>agraph 2l4 

20 ⠀⠀@#7,ye/]"d \r class _h a special 

21 visitor4@#' ^#7,8 "n is ,*>les ,hoov]4 

22 ,he 0 born 9 #aibe1 & he is #he ye>s 

23 old4^#' _#7,he came to expla9 :at life 0 

24 l "h 9 ,montgom]y1 ,alabama1 m ?an #hj 

25 ye>s ago4_#' .#7,he talk$ ab 444     #,- 

(Return to Text) 
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Section 6   
Illustrative Materials 

6.1 Fundamentals ................................................................................. 6-1 
6.2 Format ........................................................................................... 6-2 
6.3 Descriptions .................................................................................... 6-4 
6.4 Omitted Illustrations ........................................................................ 6-5 
6.5 Concept Maps, Graphic Organizers, Idea Webs .................................... 6-5 
6.6 Flowcharts ...................................................................................... 6-6 
6.7 Forms ............................................................................................ 6-7 
6.8 Genealogical and Ancestral Charts ..................................................... 6-7 
6.9 Organizational Charts ....................................................................... 6-8 
6.10 Timelines ........................................................................................ 6-8 
6.11 When a Tactile Graphic Is Not Produced ........................................... 6-10 
6.12 Screenshots .................................................................................. 6-10 
6.13 Slide Presentations ........................................................................ 6-11 
6.14 Samples ....................................................................................... 6-12 

6.1 Fundamentals 
6.1.1 For our purposes, illustrative material applies to 

photographs, maps, drawings, etc. Specialty types of 
graphic materials (e.g., graphic novels and cartoons) are 
discussed in Formats, §14, Plays, Cartoons, and Graphic 
Novels. 

6.1.2 The preferred method for conveying information from 
illustrations (e.g., maps, Venn diagrams, bar charts, etc.) is 
by using tactile materials. Guidelines and Standards for 
Tactile Graphics, 2010 should be followed when producing 
graphics. 

6.1.3 A Braille Reader’s Perspective. Graphics should be 
reproduced when possible, especially if the student needs to 
understand the conventions used in the illustration as part of 
professional training. 
One way of testing a picture description is to see if someone 
unfamiliar with the book can answer the question, perform 
the task described, or get the joke without having seen the 
print book. If a sighted person cannot understand a tactile 
graphic in a subject with which he is familiar, a similarly 
knowledgeable braille reader will not understand it either. 
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6.2 Format 
6.2.1 The format for illustrations makes captions and descriptions 

standard and easy to locate. 
a. Include all print captions accompanying images. Any 

associated copyright information that may appear 
alongside the image should be included in a new 
paragraph after the completion of the caption. Follow 
print for wording and sequence of information. 

b. Some illustrative materials may require a transcriber-
generated description. 

6.2.2 Use 7-5 margins for print captions and transcriber-generated 
descriptions. 
a. Do not insert blank lines before or after captions or 

descriptions unless required by other formats, e.g., 
headings, lists, etc. 

b. If the original print copy does not identify an illustration, 
insert a label in a transcriber’s note (e.g., photograph, 
figure, etc.) followed by the text of the caption on the 
same line. No punctuation is needed between the 
identifier and the text because the transcriber's note 
indicators provide sufficient separation. 

Example 6-1: Photograph with Caption 

 

⠀⠀⠀⠀⠀⠀@.<,photograph@.> .7,! ,e>lie/ 

⠀⠀⠀⠀,"kn ,photograph ( ,abraham 

⠀⠀⠀⠀,l9coln.' ,? is a r>e view ( a 

⠀⠀⠀⠀be>d.s ,abraham ,l9coln4 444 

c. When an illustration has a source citation, place it 
immediately following the caption using 7-5 margins. If a 
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description of the illustration is required, begin the source 
citation on the line following the description. 

d. Follow print for numbering style used for illustrations 
(e.g., hyphens, decimals, etc.). 

Example 6-2: Figure Number and Caption 

 

⠀⠀⠀⠀⠀⠀,,figure #bj4a ,! balloon & 

⠀⠀⠀⠀gondola us$ by ,pi3>d & ,j"os dur+ 

⠀⠀⠀⠀_! su3ess;l attempt to circle ! 

⠀⠀⠀⠀globe 9 ,m>* #aiii4 

e. When both a print caption and a transcriber-generated 
description are needed, begin the description (enclosed in 
transcriber’s note indicators) on the line following the 
caption. (See Sample 6-1: Figure with Source 
Information on page 6-13.) 

6.2.3 Usually an illustration is inserted as close as possible to 
corresponding discussion in the text. If an appropriate 
location is not apparent, place it after the last full paragraph 
on the page on which it appears. Do not interrupt a sentence 
for the illustration. 

6.2.4 When an illustration is on a page other than where it is 
discussed, it may be necessary to move it from the original 
location so that it will appear near the pertinent text. Moving 
content to another page should be done only after careful 
consideration, as typically it is best to follow print. When an 
illustration is moved to a different print page, insert a 
transcriber’s note at the original location giving the print 
page number, including the continuation letter, of the new 
location. Also insert a transcriber’s note before the 
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illustration at its new location, stating the page number of 
its original position in print. 

6.3 Descriptions 
6.3.1 Some images may require a description, which is enclosed in 

transcriber’s note indicators following the caption. Use 
appropriate vocabulary for the grade level and subject 
matter. 

Example 6-3: Illustration with Description and Caption 

 

⠀⠀⠀⠀⠀⠀@.<,photograph@.> ^7,views ( 

⠀⠀⠀⠀ang]^' ,h[ wd ea* ( psy*ology's 

⠀⠀⠀⠀levels ( analysis expla9 :at's go+ 

⠀⠀⠀⠀on "h8 

⠀⠀⠀⠀⠀⠀@.<,a ref]ee is sep>at+ two 

⠀⠀⠀⠀a?letes :o >e >gu+ & po9t+ f+]s at 

⠀⠀⠀⠀ea* o!r4@.> 

6.3.2 The National Center for Accessible Media (NCAM) conducted 
research and posted information for writing descriptions for 
STEM (Science, Technology, Engineering, and Math) images. 
Effective Practices for Description of Science Content within 
Digital Talking Books is geared towards digital talking books, 
however there are many applicable points for writing 
descriptions in transcriber’s notes. 
The key points pertaining to braille production in the STEM 
Description Guidelines are: 
Brevity: Use as few words as possible. 
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Data: Focus on the data and not on extraneous visual 
elements. 

Clarity: The reader should be able to understand the 
description in one reading. 

Drill-Down Organization: Start with a brief description, 
followed by more specific information. This allows the 
reader to get the initial concept and read further if 
desired. 

Tables: Some content is better converted to tables than 
being provided in a narrative description. 

Processes: Some processes presented visually can be 
converted to nested lists. 

Narrative Description: Many illustrations are best 
described in a linear, narrative format. When writing 
narrative descriptions, follow the first four guidelines: 
brevity, data, clarity, and drill-down organization. 

The following website provides more detail about each of 
these points. 
http://diagramcenter.org/table-of-contents-2.html#toc 

6.4 Omitted Illustrations 
6.4.1 Some illustrations, such as those inserted in print for visual 

appeal, may be omitted. The relationship of the illustration 
to the text is what is important. Consult the requesting 
agency. Include a statement on the Transcriber’s Notes page 
when all illustrations of a particular type (e.g., photographs 
without captions) are omitted. 

6.4.2 Insert a transcriber’s note at each point of omission when 
only some of the images are not included. This is especially 
important when some numbered illustrations are not 
included. Sample: 

Figure 6.4 TNDiagram is omitted.TN 

6.5 Concept Maps, Graphic Organizers, Idea Webs 
6.5.1 Concept maps have a central idea with rays branching out to 

subordinate ideas. Whenever possible, concept maps are 
done as a tactile graphic. When a request is made for a text-
based format, use a nested list (1-5, 3-5; 1-7, 3-7, 5-7; 

http://diagramcenter.org/table-of-contents-2.html#toc
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etc.) to indicate the individual elements of the web. The 
central idea of the concept map is the first level in the 
nested list. Other elements are listed in the appropriate level 
in a logical order, e.g., top to bottom, right to left, etc. A 
careful reading of the concept map may dictate another 
placement order. Use three dot 5s to indicate blank 
elements. Explain this usage in a transcriber’s note. 

Example 6-4: Samples of Concept Map Outlines (Print Only) 

 

(See Sample 6-2: Concept Map on page 6-14.) 

6.6 Flowcharts 
6.6.1 A flowchart is a diagram showing the step-by-step 

progression through a procedure or system, using 
connecting lines and symbols. Flowcharts frequently have 
Yes or No paths to follow. See the Flowchart Design for 
Applicable Braille Codes, available from 
http://www.brailleauthority.org/cbc/flowchart.html, to assist 
with these situations. Note that the indicators and shapes 
shown in the 1991 version of this document are out of date, 
but helpful guidance and examples are given for the layout 
of a flowchart. 

http://www.brailleauthority.org/cbc/flowchart.html
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6.7 Forms 
6.7.1 Print forms are illustrations of pre-printed documents. Some 

are informative, others have blanks to be filled in or choices 
to be made. 

6.7.2 When a form is omitted: 
a. Omit forms that are included only for visual interest and 

are not necessary for understanding of the content. 
b. Use a transcriber’s note to identify the form and briefly 

describe it. 
6.7.3 When a form is produced: 

a. Give a brief description of the form first. 
b. Do not reproduce print forms spatially. 
c. Enclose the form in box lines if appropriate. Avoid boxes 

within boxes unless it is essential for understanding the 
layout of the form. 

d. Use a 1-3 list or 1-5, 3-5 nested list to present the items 
in the form. 

e. Use an underscore to represent a blank. 
(See Sample 6-3: Print Form on page 6-16.) 
f. When the lines imply the length of an answer, use an 

embedded transcriber’s note to let the reader know how 
many write-on-lines appear in print. 

g. Use script indicators to represent “written” responses 
indicating sample replies. 

(See Sample 6-4: Print Form with Sample Responses on 
page 6-18.) 

6.8 Genealogical and Ancestral Charts 
6.8.1 Descendant Charts 

a. Transcribe descendants’ genealogical charts using a 
nested list format (1-5, 3-5; 1-7, 3-7, 5-7; etc.). 

b. Begin descendant charts with the ancestors, and descend 
to the most current generation. 

c. Follow print for symbols used for marriage or other types 
of relationships (e.g., twins). Note: if line symbols are 
used, the line terminator may be required. 

(See Sample 6-5: Genealogical Chart on page 6-20.) 
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6.8.2 Ascending Ancestral and Pedigree Charts 
a. Transcribe ancestral and pedigree charts as lists, using  

1-3 margins. Begin with the most current item or person 
and move backward through the generations. Assign a 
number to each name or item in the chart, beginning 
with the most current. List them sequentially, moving 
back through each generation, in the same direction as 
the chart. Sequential numeric identification allows the 
ascending parentage to be followed without using a 
tactile graphic. 

b. Follow each item with any information specific to the item 
or individual, e.g., dates of birth/death, etc. Immediately 
follow this information with the two numbers from the list 
that represents the parent(s). Use a comma to separate 
the two numbers. Use three dot 5s to represent the 
missing connection if only one parent is listed. 

c. Insert a transcriber’s note about the parentage numbers. 
Sample: 

Each individual in the list is given an identifying number. 
The numbers following an individual’s name are the identifying 
numbers for the parents. Three dot 5s rather than a number are 
used for a missing parent. 

(See Sample 6-6: Ancestral Tree on page 6-22 and Sample 
6-7: Pedigree Chart on page 6-24.) 

6.9 Organizational Charts 
6.9.1 For our purposes, an organizational chart is a diagram of the 

structure and/or personnel of an organization. The principal 
parts or functions are represented by blocks connected by 
lines to show hierarchical rank or interrelationships. 
Transcribe such material using a nested list format (1-5,  
3-5; 1-7, 3-7, 5-7; etc.). (See Sample 6-8: Organizational 
Chart on page 6-26.) 

6.10 Timelines 
6.10.1 Timelines have many visual layouts, from very simple lists to 

more complex graphics. Treat timelines as lists and 
transcribe them in chronological order regardless of the 
order found in print. 
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a. Use a 1-3 list format for a simple timeline. 
b. Transcribe the date first, followed by the event, on the 

same line. 
c. Include the first and last date shown, with or without an 

associated event. 
d. Omit all other dates without associated events. 
e. Insert captions for images that apply to a specific date at 

appropriate locations. 
f. For a complex timeline use a nested list (1-5, 3-5; 1-7, 

3-7, 5-7; etc.). 
6.10.2 Timeline with Bars. Insert the range of years when bars 

are used to indicate a span of time. Usually it is necessary to 
provide an estimate of the dates. Include a transcriber’s 
note to let the reader know all dates are approximate. Place 
the note on the Transcriber’s Notes page when these types 
of timelines are used throughout the volume. (See Sample 
6-9: Timeline with Bars on page 6-27.) 

6.10.3 Timelines with Multiple Events in the Same Year. Use a 
nested list format when a date has more than one event. 
Place the date at the left margin (cell 1). Use 3-5 margins 
for each following event. (See Sample 6-10: Timeline with 
Multiple Events on page 6-28.) 

6.10.4 Multipage Timelines. (Note: this refers to timelines that 
appear on more than two consecutive pages.) Insert the 
timeline at the most appropriate location on the first page it 
appears. Precede the timeline with a transcriber’s note to 
indicate the range of pages. Sample: 

Timeline is across the bottom of pages 44–47. 
6.10.5 Simple Shared Date Timelines. Use list format (1-3) for 

timelines that have a shared date and individual events. 
(See Sample 6-11: Simple Shared Date Timeline on page  
6-29.) 

6.10.6 Complex Shared Date Timelines. Use a nested list format 
(1-5, 3-5; 1-7, 3-7, 5-7; etc.) when print shows several 
major topics with the timeline. Another option may be to list 
the events after a cell-5 heading. (See Sample 6-12: 
Complex Shared Timeline on page 6-30.) 
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6.11 When a Tactile Graphic Is Not Produced 
6.11.1 Although a tactile graphic is preferred, the following 

guidelines may be used when requested by an agency, if the 
time frame of the needed material is too short, or if there 
are multiple samples of the same type of graphic and only 
one graphic is produced as a sample. 

6.11.2 It is necessary to present information in an appropriate 
format when images are not produced as tactile graphics 
and the content of the diagram is not included in the 
surrounding text. These options include lists, tables, and 
descriptions. Refer to the STEM guidelines. 
http://diagramcenter.org/table-of-contents-2.html#toc 

6.11.3 A transcriber’s note provides information about how the 
information is presented. (See Sample 6-13: Bar Graph on 
page 6-32 and Sample 6-14: Venn Diagram on page 6-34.) 

6.12 Screenshots 
6.12.1 Screenshots of web pages are used often as a teaching tool 

in textbooks. The format used to transcribe screenshots 
depends on the focus of the illustration. 
a. Enclose all screenshots in a box. 
b. Use transcriber’s notes to indicate location and color cues 

as necessary. 
6.12.2 Informative Screenshots. Group content in sections when 

screenshots are informative, i.e., used to teach Internet 
research skills. 
a. Retain headings and separations. 
b. Transcribe all information necessary for understanding in 

a logical order. 
c. Ignore color. 

6.12.3 Descriptive Screenshots. These screenshots are used to 
teach website design. 
a. A tactile graphic is frequently the best option if the 

purpose of the screenshot is to show the page design. 

http://diagramcenter.org/table-of-contents-2.html#toc
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b. A complete and detailed description of the screenshot is 
provided when a tactile graphic is not possible. Include 
the following: 
(1) Divide the web page into sections, e.g., navigation 

panel on the left, the tool bar on the top, the content 
area, the footer, etc. 

(2) Describe text placement as needed. 
(3) Indicate hyperlinks, which are a word, phrase, or 

image that can be clicked on to jump to a different 
location. 

(See Sample 6-15: Screenshot on page 6-36.) 

6.13 Slide Presentations 
6.13.1 Slide presentations created in Microsoft PowerPoint, Corel 

Presentations, Keynote, etc., are often requested in braille, 
especially in a school environment. 
a. Each slide number is treated as the print page number. 
b. As text on slides may be informally structured, it is 

necessary to determine a format for best readability. 
Most text is formatted using headings, indented/blocked 
paragraphs, and lists. 

c. Enclose any transcriber-generated descriptions in 
transcriber’s note indicators. 

d. If speaker’s notes are included, use 7-5 margins. Begin a 
note with the identifier “Note,” enclosed in transcriber’s 
note indicators. Continue the note on the same line. 

(See Sample 6-16: Slide Presentation on page 6-38.) 
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6.14 Samples 
Sample 6-1: Figure with Source Information, page 6-13 
Sample 6-2: Concept Map, page 6-14 
Sample 6-3: Print Form, page 6-16 
Sample 6-4: Print Form with Sample Responses, page 6-18 
Sample 6-5: Genealogical Chart, page 6-20 
Sample 6-6: Ancestral Tree, page 6-22 
Sample 6-7: Pedigree Chart, page 6-24 
Sample 6-8: Organizational Chart, page 6-26 
Sample 6-9: Timeline with Bars, page 6-27 
Sample 6-10: Timeline with Multiple Events, page 6-28 
Sample 6-11: Simple Shared Date Timeline, page 6-29 
Sample 6-12: Complex Shared Timeline, page 6-30 
Sample 6-13: Bar Graph, page 6-32 
Sample 6-14: Venn Diagram, page 6-34 
Sample 6-15: Screenshot, page 6-36 
Sample 6-16: Slide Presentation, page 6-38 
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Sample 6-1: Figure with Source Information 

4 ⠀⠀⠀⠀⠀⠀,figure #g-#a ^7,div+'s e>ly 

5 ⠀⠀⠀⠀hi/ory4^' ,9 ! mid #afjjs ! 

6 ⠀⠀⠀⠀extremely 9v5tive⠀,italian sci5ti/ 

7 ⠀⠀⠀⠀,giovanni ,borelli 0 ! f/ to 

8 ⠀⠀⠀⠀visualize a div] z a free-swimm+ 

9 ⠀⠀⠀⠀frogman1 complete ) swim f9s4 

10 ⠀⠀⠀⠀⠀⠀@.<,draw+3 ,a div] ) an air bag & 

11 ⠀⠀⠀⠀a valve4 ,! div] is we>+ a full body 

12 ⠀⠀⠀⠀div+ suit1 f9s1 cap1 & a mask4@.> 

13 ⠀⠀⠀⠀⠀⠀,c\rtesy ( ,hi/orical ,div+ 

14 ⠀⠀⠀⠀,society1 ,,usa 

(Return to Text) 
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Sample 6-2: Concept Map 

3 ⠀⠀⠀⠀⠀⠀@.<,3cept ,map3 a c5tral 3cept 

4 ⠀⠀⠀⠀writt5 9 bold pr9t is %[n 9side an 

5 ⠀⠀⠀⠀oval4 ,second>y 3cepts >e %[n 9 

6 ⠀⠀⠀⠀regul> pr9t 9side circles & ovals : 

7 ⠀⠀⠀⠀>e l9k$ to ! c5tral figure by /rai<t 

8 ⠀⠀⠀⠀l9es4@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,,pride 

11 ⠀⠀,i cov]$ my bro!r's newspap] r\te :ile 

12 ⠀⠀⠀⠀he recov]$ f a brok5 leg4 

13 ⠀⠀,i won ! c;ywide spell+ bee4 

14 ⠀⠀,at ! ,meet ( ,*ampions1 ,i swam ! 

15 ⠀⠀⠀⠀fa/e/ race ( my life4 

16 ⠀⠀,mom 0 nom9at$ to run ! ,,pta 9 \r 

17 ⠀⠀⠀⠀4trict4 

(Return to Text) 
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Sample 6-3: Print Form 
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1 ⠀⠀⠀⠀⠀⠀⠀,five ,wi%es ,wallet ,c>d 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,important ,notice to ,m$ical ,p]sonnel3 

4 ,i h a ,five ,wi%es ,adv.e ,directive4 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,signature .- 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ,pl1se 3sult ? docu;t &_/or my ,h1l? 

9 ,c>e ,ag5t 9 an em]g5cy4 ,my ,ag5t is3 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ,"n .- 

12 ,address .- 

13 ,c;y_/,/ate_/,zip .- 

14 ,ph"o .- 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ,my prim>y c>e physician is3 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ,"n .- 

19 ,address .- 

20 ,c;y_/,/ate_/,zip .- 

21 ,ph"o .- 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

23 ,my docu;t is locat$ at3 .- 

(Return to Text) 
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Sample 6-4: Print Form with Sample Responses 
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1 ⠀⠀⠀⠀,ord] ,=m 

2 ,to ord] "s?+ f a catalog or a magaz9e1 

3 y c use an ^1ord] ^1=m4 ,2 sure to 

4 9clude all ! 9=ma;n ab ! item & ": to 

5 s5d x4 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 7777777777777777777777777777777777777777 

8 ,code ,numb] @1,c#hca 

9 ,book ,title "<,,,pl1se pr9t cle>ly,'"> 

10 ⠀⠀⠀⠀@7,! ,woman ,:o ,\t%"o ! ,sun@' 

11 ,s5d ,to @1,m>cos @1,salaz> 

12 ,s*ool @7,wa%+ton ,jr4 ,hi<@' 

13 444 

14 ,home ,r1d+ ,club 

15 ⠀⠀,date @7,m>* #f1 #bjja@' 

16 ⠀⠀,am.t @s@1#f4ie 

17 ⠀⠀,sales ,tax @s@1#4ej 

18 ⠀⠀,,total @s@1#g4de 

19 ,p4,o4 ,box #ehab ,mc,h5ry1 ,,il #fejea 

20 gggggggggggggggggggggggggggggggggggggggg 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 6-5: Genealogical Chart 

3 ⠀⠀⠀⠀,a2reviat$ ,g51logy ( ,james ,i 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀@.<,! symbol .="377⠀9dicates 

6 ⠀⠀⠀⠀m>riage4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ,james ,i #aeff-#afbe 

9 ⠀⠀,*>les ,i #afjj-#afdi 

10 ⠀⠀⠀⠀,*>les ,,ii #afcj-#afhe 

11 ⠀⠀⠀⠀,m>y #afca-#affj"377',william ( 

12 ⠀⠀⠀⠀⠀⠀⠀⠀,orange 

13 ⠀⠀⠀⠀⠀⠀,william ,,iii 

14 ⠀⠀⠀⠀⠀⠀⠀⠀#afej-#agjb"377',m>y ,,ii 

15 ⠀⠀⠀⠀⠀⠀⠀⠀#affb-#afid 

16 ⠀⠀⠀⠀,james ,,ii #afcc-#agja"377',anne 

17 ⠀⠀⠀⠀⠀⠀,anne #afeh-#agah 

18 ⠀⠀⠀⠀⠀⠀,m>y ,,ii #affb-#afid"377',william 

19 ⠀⠀⠀⠀⠀⠀⠀⠀,,iii #afej-#agjb 

20 ⠀⠀,elizabe? #aeif-#affb"377',fr$]ick 

21 ⠀⠀⠀⠀,sophie #afcj-#agad"377',elector ( 

22 ⠀⠀⠀⠀⠀⠀⠀⠀,hanov] 

23 ⠀⠀⠀⠀⠀⠀,george ,i #affj-#agbg 

(Return to Text) 



 6-21 Section 6 
Illustrative Materials 

 



 6-22 Section 6 
Illustrative Materials 

Sample 6-6: Ancestral Tree 
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3 ⠀⠀⠀⠀⠀⠀@.<,ea* 9dividual 9 ! ance/ral 

4 ⠀⠀⠀⠀tree 2l is giv5 an id5tify+ numb]4 

5 ⠀⠀⠀⠀,! numb]s foll[+ an 9dividual's "n 

6 ⠀⠀⠀⠀>e ! id5tify+ numb]s = ! p>5ts4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 #a ,nelson ,slat] ,smi? #ahbg-#aijh #b1 

9 ⠀⠀#c 

10 #b ,daniel ,smi? #agge-#ahed #d1 #e 

11 #c ,susan ,holmes #aghf-#ahfd #f1 #g 

12 #d ,samuel ,smi? #agdb-#ahbg #h1 #i 

13 #e ,abigail ,w"r #agdh-#agih #aj1 #aa 

14 #f ,?omas ,holmes ,,ii #agef-#ahdj #ab1 

15 ⠀⠀#ac 

16 #g ,tam> ,h>ris #ad1 #ae 

17 #h ,jasiel ,smi? ,sr4 #agjj- 

18 #i ,hannah ,ga*et -#agee 

19 #aj ,john ,w"r 

20 #aa ,m]cy ,m>y ,kellogg 

21 #ab ,?omas ,holmes ,i 

22 #ac ,abigail ,pike 

23 #ad ,abn] ,h>ris ,sr4 

24 #ae ,deborah ,m>cy 

(Return to Text) 
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Sample 6-7: Pedigree Chart 



 6-25 Section 6 
Illustrative Materials 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,p$igree ( ,santa 

2 ⠀⠀⠀⠀⠀⠀⠀⠀,cruz ,sweethe>t ,or*id 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀@.<,ea* type ( or*id 9 ! li/ is 

5 ⠀⠀⠀⠀giv5 an id5tify+ numb]4 ,! numb]s 

6 ⠀⠀⠀⠀foll[+ ! or*id "n >e ! id5tify+ 

7 ⠀⠀⠀⠀numb]s = ! 8p>5ts0 ( t or*id4 ,?ree 

8 ⠀⠀⠀⠀dot #es r ?an a numb] >e us$ = a 

9 ⠀⠀⠀⠀miss+ p>5t4@.> 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 #a ,santa ,cruz ,sweethe>t #b1 #c 

12 #b ,no2y's ,amy #d1 #e 

13 #c ,dawn ,tr1d] #f1 #g 

14 #d ,2 ,glad #h1 #i 

15 #e ,ro?s*ildiana #aj1 #aa 

16 #f ,dawn ,promise #ab1 #ac 

17 #g ,gladrose #ad1 #ae 

18 #h ,swiss ,miss 

19 #i ,cass&ra 

20 #aj amabilis 

21 #aa """ 

22 #ab ,dawn ,welcome 

23 #ac /u>tiana 

24 #ad ,mel9da ,rose 

25 #ae ,glad ,mel9da 

(Return to Text) 
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Sample 6-8: Organizational Chart 

 

1 ,g5]al 

2 ⠀⠀,colonel ,a 

3 ⠀⠀,colonel ;,b 

4 ⠀⠀⠀⠀,capta9 ,a 

5 ⠀⠀⠀⠀⠀⠀,s]g1nt ,a 

6 ⠀⠀⠀⠀⠀⠀,s]g1nt ;,b 

7 ⠀⠀⠀⠀⠀⠀⠀⠀,private ,a 

8 ⠀⠀⠀⠀⠀⠀⠀⠀,private ;,b 

9 ⠀⠀⠀⠀,capta9 ;,b 

10 ⠀⠀⠀⠀,capta9 ;,c 

(Return to Text) 
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Sample 6-9: Timeline with Bars 

 

1 ⠀⠀⠀⠀⠀⠀@.<,! dates 9 ! "tl9e >e 

2 ⠀⠀⠀⠀approximate4@.> 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 #afjj 

5 #afae-#affj ,5gli%1 ,fr5*1 ,dut* settle 

6 ⠀⠀,nor? ,am]ica 

7 #afbj-#afdj ,rule by ,c>d9al ,ri*elieu 

8 #afbe-#afgj ,pa9t+s ( ,rembr&t 

9 #afcj-#afde ,5gli% ,civil ,w> 

10 #afdj-#afhe ,fr$]ick ,william ! ,grt 

11 ⠀⠀,elector 

12 #afde ,(ficial recogni;n ( ! ,dut* 

13 ⠀⠀,republic 

14 444 

15 #agbe 

(Return to Text) 
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Sample 6-10: Timeline with Multiple Events 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,hi/ory ( ! ,9ca 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 #ajej 

4 c4#aajj ,9cas settle 9 ,cuzco4 

5 #adch 

6 ⠀⠀,pa*acuti 2comes rul]4 

7 ⠀⠀,9can ,empire 2g9s4 

8 #aecb ,spani% 9vade ,9can ,empire4 

9 #aegb ,9can ,empire falls4 

10 #afej 

(Return to Text) 
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Sample 6-11: Simple Shared Date Timeline 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,maya ,,angel\ 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,! foll[+ "tl9e is acr ! bottom 

4 ⠀⠀⠀⠀( pages #dgf-#dgg4 ,! "tl9e is 9 two 

5 ⠀⠀⠀⠀sec;ns4 ,,h] ,,life ev5ts >e 

6 ⠀⠀⠀⠀italiciz$4 ,,h] ,,"ts ev5ts >e n 

7 ⠀⠀⠀⠀emphasiz$4@.> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 #aibe 

10 #aibh .7,is born 9 ,st4 ,l\is on ,april 

11 ⠀⠀#d.' 

12 #aibi ,grt ,depres.n 2g9s4 

13 #aica .7,moves to ,/amps1 ,>kansas.' 

14 #aicc ,,fdr laun*es ! ,new ,d1l4 

15 ------------------------------------#dgg 

16 #aidj .7,moves to ,san ,francisco.' 

17 #aida ,unit$ ,/ates 5t]s ,_w ,w> ,,ii4 

18 444 

(Return to Text) 
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Sample 6-12: Complex Shared Timeline 
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Illustrative Materials 

Option 1: Nested List 
1 ,,,politics & gov]n;t,' 

2 ⠀⠀#acdg ,black ,d1? /rikes ,europe 

3 ⠀⠀#acfh ,m+ dyna/y e/abli%$ 9 ,*9a 

4 ⠀⠀⠀⠀⠀⠀@.<,picture@.> ,ivory /atue ( a 

5 ⠀⠀⠀⠀,daoi/ figure c>v$ dur+ ! ,m+ dyna/y 

6 ⠀⠀#adib ,*ri/oph] ,columbus r1*es ! 

7 ⠀⠀⠀⠀,am]icas 

8 ⠀⠀#aebe 

9 ,,,society & culture,' 

10 ⠀⠀#acge 

11 ⠀⠀#aejh ,mi*elangelo 2g9s pa9t+ ,si/9e 

12 ⠀⠀⠀⠀,*apel 

13 ⠀⠀444 

14 ⠀⠀#aebe

Option 2: Heading with List 
1 ⠀⠀⠀⠀,,,politics & gov]n;t,' 

2 #acdg ,black ,d1? /rikes ,europe 

3 #acfh ,m+ dyna/y e/abli%$ 9 ,*9a 

4 ⠀⠀⠀⠀⠀⠀@.<,picture@.> ,ivory /atue ( a 

5 ⠀⠀⠀⠀,daoi/ figure c>v$ dur+ ! ,m+ dyna/y 

6 #adib ,*ri/oph] ,columbus r1*es ! 

7 ⠀⠀,am]icas 

8 #aebe 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀,,,society & culture,' 

11 #acge 

12 #aejh ,mi*elangelo 2g9s pa9t+ ,si/9e 

13 ⠀⠀,*apel 

14 444 

15 #aebe 

(Return to Text) 
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Sample 6-13: Bar Graph 

 

Option 1: List Format 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,*ange 9 ,4tribu;n ( ! 

2 ⠀⠀⠀⠀⠀⠀,am]ican ,"w=ce1 #ahgj-#aibj 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀@.<,data f pr9t b> graphs is 

5 ⠀⠀⠀⠀li/$4@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀#ahgj 

8 ,miscellane\s #aj4d.0 

9 ,trade #f4h.0 

10 444 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀#aibj 

13 ,miscellane\s #aa4d.0 

14 ,trade #g4c.0 

15 444 
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Option 2: Table Format 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,*ange 9 ,4tribu;n ( ! 

2 ⠀⠀⠀⠀⠀⠀,am]ican ,"w=ce1 #ahgj-#aibj 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀@.<,data f pr9t b> graphs is %[n 9 

5 ⠀⠀⠀⠀a table4 ,numb]s 9 ! #ahgj & #aibj 

6 ⠀⠀⠀⠀columns >e p]c5tages4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#ahgj  #aibj 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333 

10 ,miscellane\s """""""  #aj4d  #aa4d 

11 ,trade """"""""""""""  #f4h   #g4c 

12 ,pr(es.nal1 ,cl]ical1 

13 ⠀⠀,public ,s]vice """  #c4g   #ad4a 

14 ,manufactur+_/ 

15 ⠀⠀,transporta;n """""  #bf4a  #dj4b 

16 ,agriculture """"""""  #ec4j  #bg4j 

(Return to Text) 
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Sample 6-14: Venn Diagram 
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1 ⠀⠀⠀⠀,critical ,?9k+                 b#ig 

2 ,! ,3/itu;n e/abli%$ a detail$ plan 444 

3 .7,:at p[]s >e %>$ by ! na;nal & /ate 

4 gov]n;ts8.' 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀,divi.n ( ,f$]al & ,/ate ,p[]s 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀@.<,v5n diagram3 ,9=ma;n is %[n 9 

9 ⠀⠀⠀⠀two ov]lapp+ ovals4 ,! 9=ma;n 9 ea* 

10 ⠀⠀⠀⠀oval is li/$ "u a sec;n h1d+4@.> 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀@.<,sec;n #a@.> 

13 ,,na;nal ,,gov]n;t 

14 ⠀⠀_4 ,regulate =eign & 9t]/ate comm]ce 

15 ⠀⠀_4 ,co9 m"oy 

16 ⠀⠀444 

17 ⠀⠀_4 ,e/abli% f$]al c\rts 2l ! ,supreme 

18 ⠀⠀⠀⠀,c\rt 

19 ⠀⠀444 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀⠀⠀@.<,ov]lapp+ ,sec;n #b@.> 

22 ,,na;nal & ,,/ate ,,gov]n;ts 

23 ⠀⠀_4 ,levy taxes 

24 ⠀⠀_4 ,borr[ m"oy 

25 ⠀⠀444                                #,- 

—New Braille Page—
1 ⠀⠀⠀⠀@.<,sec;n #c@.>                 c#ig 

2 ,,/ate ,,gov]n;ts 

3 ⠀⠀_4 ,regulate 9tra/ate comm]ce 

4 ⠀⠀_4 ,e/abli% local gov]n;t sy/ems 

5 ⠀⠀444

(Return to Text) 
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Sample 6-15: Screenshot 

Screenshot for Information Only 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,se>* 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀⠀@.<,toolb>@.> 

7 back  =w>d  home  reload  /op  pr9t 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ,address http3_/_/se>*4com_/se>*8p"7.0" 

10 ⠀⠀#bblife"6on"6mars.0#bb 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀⠀⠀@.<,hyp]l9ks@.> 

13 ,sci;e3 ,a/ronomy3 ,sol> ,sy/em3 

14 ⠀⠀⠀⠀,planets3 ,m>s3 ^7,life on ,m>s8^' 

15 ⠀⠀,sci;e ,magaz9e3 ^7,life on ,m>s^' 

16 ⠀⠀⠀⠀,special 

17 ⠀⠀,is "! ^7life on ,m>s8^' an 9t]view ) 

18 ⠀⠀⠀⠀top sci5ti/s 

19 gggggggggggggggggggggggggggggggggggggggg
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Screenshot for Web Page Layout 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,top3 ,title@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,se>* 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀@.<,left m>g93 ,toolb>@.> 

8 back  =w>d  home  reload  /op  pr9t 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀⠀⠀@.<,left m>g93 ,,url field@.> 

11 ,address http3_/_/se>*4com_/se>*8p"7.0" 

12 ⠀⠀#bblife"6on"6mars.0#bb 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀⠀⠀@.<,left m>g9@.> 

15 @#7,sci;e3 ,a/ronomy3 ,sol> ,sy/em3 

16 ⠀⠀⠀⠀,planets3 ,m>s3 ^7,life on 

17 ⠀⠀⠀⠀,m>s8^'@#' 

18 ⠀⠀@#7,sci;e ,magaz9e3 ^7,life on ,m>s^' 

19 ⠀⠀⠀⠀,special@#' 

20 ⠀⠀@#7,is "! ^7life on ,m>s8^'@#' an 

21 ⠀⠀⠀⠀9t]view ) top sci5ti/s 

22 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 
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Sample 6-16: Slide Presentation 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,scre5 ,r1d]⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#c 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,scre5 ,r1d] 

4 ⠀⠀,- r1ds ele;ts on a comput] scre5 

5 ⠀⠀,- is nec to navigate & op]ate a 

6 ⠀⠀⠀⠀comput] 

7 ⠀⠀,- uses text to spee* to r1d text on ! 

8 ⠀⠀⠀⠀scre5 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,,tts is a text r1d] 

11 ⠀⠀,text ,r1d] "7@: @.<n equal@.> ,scre5 

12 ⠀⠀⠀⠀,r1d] 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀⠀⠀@.<,note@.> ,! comput]'s abil;y z 

15 ⠀⠀⠀⠀a text r1d] is (t5 3fus$ ) a scre5 

16 ⠀⠀⠀⠀r1d]4 444 

17 --------------------------------------#d 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀⠀⠀,w9d[s ,,xp ,- ,spee* ,prop]ties 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀⠀⠀⠀⠀@.<,scre5%ot3 ,spee* ,prop]ties & 

22 ⠀⠀⠀⠀,text ,to ,spee* dialog4 ,language 

23 ⠀⠀⠀⠀is set = ,micros(t ,5gli% "<,u4,s4"> 

24 ⠀⠀⠀⠀v#f4a ,recogniz]2 ,recogni;n 

25 ⠀⠀⠀⠀,pr(iles3 .1,s&y is *eck$@.>     #,- 

—New Braille Page— 
1 ⠀⠀⠀⠀⠀⠀@.<,note@.> ,text to spee*     a#d 

2 ⠀⠀⠀⠀sett+s = comput]s ) ,w9d[s op]at+ 

3 ⠀⠀⠀⠀sy/ems c 2 f.d 9 ! 3trol panel4 

4 ⠀⠀⠀⠀⠀⠀,if y >e us+ ,w9d[s ,,xp1 444 

(Return to Text) 
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7.1 Fundamentals 
7.1.1 The provisions of this section apply to materials printed 

inside boxes, screened materials shown by the use of colors 
or shaded backgrounds, or material that should be set off 
from the body of the text. Both boxes and screened 
materials are referred to as boxed material throughout this 
section. 

7.1.2 Box lines are always used when text references material as 
being in a box. Using box lines in other situations is at the 
transcriber’s discretion. If the content does not fit well into 
the flow of text, it is best to retain the box lines. 

7.1.3 Box Lines 
7 Top box line 
g Bottom box line 
= Top and bottom exterior borders for a set of nested boxes 

7.1.4 A Braille Reader’s Perspective. A blank line before and 
after a box helps the reader quickly distinguish a top box 
line from a bottom box line, especially when boxes are 
longer than a braille page. 
If two separate boxes follow each other, as opposed to 
appearing as a smaller box in a bigger box, a blank line 
between boxes helps the braille reader know the difference. 

7.2 Blank Lines 
7.2.1 Boxes are preceded and followed by blank lines. 

a. A top box line can appear on line 1 when a running head 
is not used and line 3 when a running head is used. 
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b. A blank line separates a page change indicator from a 
box line. 

Exceptions: 
c. Do not leave a blank line following a top box line. 
d. Do not leave a blank line preceding a bottom box line. 
e. Do not leave a blank line between boxed material and 

any accompanying heading, caption, directions, or source 
citation. 

f. Do not leave a blank line between adjacent interior and 
exterior box lines. 

See Formats, §7.6.1 for use of blank lines for boxes within 
boxes. 

7.3 Boxes 
7.3.1 Placement of Boxes. Insert boxed material into the text 

where it logically belongs, keeping it on the same print page 
on which the box occurs in print. Whenever possible, keep 
boxed material on a single braille page. Place boxes 
containing general material that has no direct reference to 
the text at the end of the last paragraph of the print page. 

7.3.2 Begin each box with a top box line and end it with a bottom 
box line, regardless of the number of braille pages required 
for the box. 

7.3.3 Start the top and bottom box lines at the left margin and 
extend them across the full width of the braille page, 
regardless of the width of the print box. The width of the 
braille page is dependent upon the format of the material 
being transcribed. 
a. Separate box lines on the first or last line of a braille 

page from the page number by at least three blank cells. 
b. The length of box lines within line-numbered text adheres 

to the required two blank cells before line numbers. 
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Example 7-1: Box within Line-Numbered Prose 

 

ga9$1 & write !m \ = publica;n4 ,&⠀⠀⠀#hj 

he add$3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

77777777777777777777777777777777777⠀⠀⠀⠀⠀ 

8,n"e say ,8,we le>n,0 s-&-s1 or⠀⠀⠀⠀⠀#ha 

,8,x is report$1,0 or ,8,x is 

rumor$1,0 or ,8,we "u/&,0 444⠀⠀⠀⠀⠀⠀⠀⠀#hb 

7.3.4 Do not reproduce left and right box lines. 

Example 7-2: Boxed Columns 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,=ms ( .12 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,s+ul>         ,plural 

"333333333333  "333333333333 

is "<pres5t">  >e "<pres5t"> 

0 "<pa/"> """  7 "<pa/"> 

gggggggggggggggggggggggggggggggggggggggg 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7.3.5 Dividing Boxes Between Braille Pages 
a. A top box line must be followed by at least one line of 

text on the braille page. If the box line is followed by a 
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heading, the heading must be followed by at least one 
line of text. 

b. A bottom box line must be preceded by at least one line 
of text on the braille page. 

7.3.6 Full Print Page(s) of Boxed Material 
a. When the body of text is interrupted by a full print page 

or more of boxed material, insert a transcriber’s note 
before the box informing the reader where text resumes. 
Use print page numbers in the note. Sample: 

Text continues on page 45. 
b. Insert a transcriber’s note after the box informing the 

reader where the text was interrupted. Include the 
continuation letter with the print page number. Sample: 

Text continued from page c43. 

7.3.7 Wide Boxes Shown Side by Side. If several boxes are 
shown in a row across a print page, present them vertically 
as separate boxes in braille. 

7.3.8 Adjoining Vertical Boxes. Close the first box before 
opening a second box. Insert a blank line between each box. 
(See Sample 7-1: Two Boxes Separated by a Blank Line on 
page 7-8.) 

7.4 The Relationship Between Text and Boxes on Facing 
Print Pages 

7.4.1 There are four possible situations: 
a. When a single box is shown across print pages and it is 

read as if it were on a single page, and there is no other 
text on either page, transcribe it as a single box. Use 
combined page numbers, e.g., 22-23, a22-23, etc. Box 
lines may be omitted if the content will fit on a single 
braille page without them. Option: Tables printed across 
facing print pages may be produced as facing braille 
pages, if all the material will fit on the two pages. (See 
Formats, §11.13, Wide Tables: Facing Pages.) 
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Example 7-3: Box Read Across Pages (Print Only) 

 

b. When full-page boxes are on adjoining pages and are 
read as two separate boxes, transcribe them as separate 
boxes. Retain the box lines to convey the change in 
context. Individual page numbers are used, e.g., 44, 
a44, 45, a45, etc. 

c. When a box reads across facing pages, but there is other 
text outside the box, place it at the most logical place on 
one of the two pages. Insert a transcriber’s note before 
the box, informing the reader of the location. Sample: 

The following box appears across the bottom of pages  
100-101. 

Example 7-4: Box Read Across Pages (Print Only) 

 

d. A box designed to be read first on the left page and then 
continued on the next page needs to remain intact. 
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Transcribe the text on the first page, then the boxed 
material. Insert the page change indicator and complete 
the boxed material before returning to the remainder of 
the text. Note, if the box breaks the flow of text on the 
first page (e.g., mid-paragraph), insert the box at the 
most appropriate location and include a transcriber’s 
note, as in the previous example. 

Example 7-5: Box Across Facing Pages (Print Only) 

 

7.5 Different Colored Boxes 
7.5.1 Books may use boxes in various colors, also called screened 

materials, to distinguish types of content. Indicate the box 
color unless all the boxes are the same color. The book may 
not reference the color, but it is possible a corresponding 
workbook will make note of it, colors may identify the level 
of activity difficulty, or a teacher may reference the box 
color for study purposes, etc. 

7.5.2 Insert the name of the color, enclosed in transcriber’s note 
indicators, at the beginning of the opening box line. A blank 
cell separates the embedded transcriber’s note from the box 
line. (See Sample 7-2: Screened Word Lists on page 7-10.) 

7.6 Boxes within Boxes 
7.6.1 One or more boxes within a box are transcribed in a 

different manner than regular boxes. Include a transcriber’s 
note explaining how the boxes are related if necessary. 
= Top and bottom exterior borders 
7 Top interior box line 
g Bottom interior box line 
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a. Do not insert a blank line between a top exterior border 
and a top interior box line. 

b. Do not insert a blank line between a bottom interior box 
line and a bottom exterior border. 

c. Insert a blank line before a top interior box line when it 
begins on any line other than immediately after the top 
exterior border. 

d. Insert a blank line after a bottom interior box line when it 
ends on any line other than immediately before the 
bottom exterior border. 

e. Consecutive interior boxes are opened and closed with 
top and bottom interior box lines. 

f. Consecutive box lines between interior boxes are 
separated by a blank line. 

(See Sample 7-3: Box within a Box on page 7-12.) 

7.7 Samples 
Sample 7-1: Two Boxes Separated by a Blank Line, page 7-8 
Sample 7-2: Screened Word Lists, page 7-10 
Sample 7-3: Box within a Box, page 7-12 
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Sample 7-1: Two Boxes Separated by a Blank Line 

 



 7-9 Section 7 
Boxed Material 

1 7777777777777777777777777777777777⠀⠀⠀#,- 

2 ,pot5tial ,5]gy  ,example 

3 "33333333333333  "3333333333333 

4 ,*emical """"""  batt]y 

5 ,ela/ic """""""  compress$ spr+ 

6 ,me*anical """"  rock on a l$ge 

7 gggggggggggggggggggggggggggggggggggggggg 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 7777777777777777777777777777777777777777 

10 ,k9etic ,5]gy  ,example 

11 "333333333333  "333333333333333333333333 

12 ,s.d """"""""  vibrat+ object 

13 ,!rmal """"""  hot cocoa 

14 ,me*anical ""  fall+ rock 

15 ,electrical    electrons 9 an electrical 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀curr5t 

17 gggggggggggggggggggggggggggggggggggggggg 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 7-10 Section 7 
Boxed Material 

Sample 7-2: Screened Word Lists 
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1 ⠀⠀⠀⠀,,/udy ,say ea* ^w4 ,!n r1d !    #,- 

2 ⠀⠀⠀⠀m1n+ phrase4 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 @.<yell[@.> 7777777777777777777777777777 

5 #a4 >my  an ^1>my tra9$ = battle 

6 #b4 />ve  ^1/>ve )\t food to eat 

7 #c4 sc>  a ^1sc> on 8 >m f a burn 

8 #d4 g>bage  put ^1g>bage 9 ! tra% c 

9 #e4 hamburg]  ate a ^1hamburg] ) catsup 

10 #f4 return  2f y ^1return home 

11 #g4 purpose  ! ^1purpose ( ! lesson 

12 #h4 surface  pa9t$ ! ^1surface ( ! table 

13 #i4 c\rage  h ^1c\rage to face dang] 

14 #aj4 j\rnal  a ^1j\rnal 5try ab a vaca;n 

15 gggggggggggggggggggggggggggggggggggggggg 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 @.<orange@.> 777777777777777777777777777 

18 #aa4 >gue  ^1>gue ab : t1m is bett] 

19 444 

20 #bj4 j\rney  a ^1j\rney f ,africa to 

21 ⠀⠀,am]ica 

22 gggggggggggggggggggggggggggggggggggggggg 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 7-3: Box within a Box 

4 ======================================== 

5 ⠀⠀⠀⠀⠀,top ,n9e ,/ates by ,popula;n 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀,! top n9e /ates 9 popula;n 3ta9 half 

8 ( ! total popula;n4 444 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 7777777777777777777777777777777777777777 

11 ,rank  ,/ate         ,popula;n 

12 "3333  "33333333333  "3333333333 

13 #a ""  ,cali=nia ""  #cf1deg1edi 

14 #b ""  ,texas """""  #bc1ejg1ghc 

15 #c ""  ,new ,york    #ai1cjf1ahc 

16 #d ""  ,florida """  #ah1jhi1hhh 

17 #e ""  ,ill9ois """  #ab1hca1igj 

18 #f ""  ,p5nsylvania  #ab1ddj1fba 

19 #g ""  ,ohio """"""  #aa1dgh1jjf 

20 #h ""  ,mi*igan """  #aj1jie1fdc 

21 #i ""  ,georgia """  #i1cfc1ida 

22 gggggggggggggggggggggggggggggggggggggggg 

23 ======================================== 

(Return to Text) 
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8.1 Fundamentals ................................................................................. 8-1 
8.2 Simple Embedded Lists .................................................................... 8-2 
8.3 Simple Vertical Lists ......................................................................... 8-2 
8.4 Simple Lists in Columns.................................................................... 8-5 
8.5 Nested Lists .................................................................................... 8-6 
8.6 Bulleted Lists .................................................................................. 8-6 
8.7 Lists with Only Some Items Bulleted .................................................. 8-7 
8.8 Outlines ......................................................................................... 8-9 
8.9 Annotated Lists ............................................................................. 8-11 
8.10 Samples ....................................................................................... 8-12 

8.1 Fundamentals 
8.1.1 Lists can be a series of words, phrases, or sentences. A 

simple list can be embedded within a paragraph, appear as a 
single vertical list, be divided into columns, appear with a 
variety of bullets, or be numbered or lettered. A list may be 
preceded by a heading. 

8.1.2 For our purposes, a simple list has no subentries. A nested 
list—a list within a list—has at least one subentry. 

8.1.3 Lists appear in many different guises, including a table of 
contents, timelines, word/vocabulary lists, exercise material, 
plays, bibliographies, alphabetical references, etc. There are 
subtle differences in how they are formatted, but the basic 
concepts start here with the simple and nested lists. See 
Formats, §17, Spelling Lists and Activities, for additional 
information about a variety of lists found in spelling books. 

8.1.4 Follow print for capitalization and punctuation of all items in 
a list. 
a. Omit emphasis when the entire list uses the same print 

font attribute. 
b. Retain emphasis for items in the list such as titles, and 

when necessary for distinction, e.g., some items are 
italicized. 
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8.1.5 A Braille Reader’s Perspective. The runover level for all 
entries or subentries is two cells to the right of the farthest 
indention. This indicates to the reader fairly quickly the 
structure of the list. A list may go on for pages. In some lists 
with subentries, such as an index, a main entry may not 
appear for several pages. It is handy for the braille reader to 
identify the indent level quickly at a braille or print page 
change. 

8.2 Simple Embedded Lists 
Paragraph lists consist of a series of short numbered or 
lettered items embedded within a paragraph. Retain the 
paragraph format and punctuation. 

Example 8-1: Embedded List 

 

⠀⠀,z ! gr\ps prep>$ = emb>k+ on _! 

j\rney1 _! ?"\s 9clud$ "<a"> wd !y 

travel well tgr1 "<;b"> wd ! j\rney 2 

dang]\s1 & "<;c"> wd !y see _! lov$ "os 

ag4 

8.3 Simple Vertical Lists 
8.3.1 The most basic list is a simple vertical listing. Use 1-3 

margins for each item. 
8.3.2 Blank Lines. A print list typically is separated from 

surrounding text by the use of space or slight change in 
margin. Do not confuse lists with displayed materials. Begin 
lists in cell 1. 
a. A list is preceded and followed by a blank line in most 

situations. 
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Example 8-2: Simple List 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

cat 

dog 

m\se 

c[ 

horse 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

b. Insert a blank line between a page change indicator and 
a list. (See Sample 8-1: List After Page Change Indicator 
on page 8-13.) 

c. Insert a blank line between a list and a page change 
indicator. (See Sample 8-2: List Before Page Change 
Indicator on page 8-14.) 

d. When format requires a blank line before and after a 
page change indicator, retain only the blank line after the 
page change indicator. (See Sample 8-3: Heading After 
Page Change Indicator on page 8-15.) 

8.3.3 A list is not preceded by a blank line: 
a. When it follows a cell-5 or cell-7 heading. 
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Example 8-3: Cell-5 Heading Followed by a Simple List 

 

⠀⠀⠀⠀,vocabul>y ,^ws 

spid] 

su7e/ 

boa/ 

spill$ 

skeleton 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

b. When it follows a top box line. (See Formats, §7, Boxed 
Material.) 

(See Sample 8-4: Simple Boxed List on page 8-16.) 
c. When it follows directions. (See Formats, §10, Exercise 

Material.) 

Example 8-4: Simple List After Directions 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,write ! pr9cipal "ps = ea* v]b4 

⠀⠀⠀⠀,use yr dic;n>y if ne$$4 

fly 

2 

g 

put 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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8.3.4 Lists Starting at the Top of Braille Pages 
a. Start the list on line 1 when a running head is not used, if 

there are two or more blank lines at the bottom of the 
previous page. Start the list on line 2 when braille is on 
the last or next-to-last line of the previous page. 

b. Start the list on line 3 when a running head is used. 
8.3.5 Lists Starting at the Bottom of Braille Pages 

a. A list may be divided between braille pages, if necessary. 
b. The first item of a list may begin on the next-to-last line 

of a page if it will fit on one braille line. 
c. A list may not begin on the last line of a page. 
d. A heading must be followed by at least one complete list 

item before the list is continued on a new braille page. 

8.4 Simple Lists in Columns 
8.4.1 Simple listed items may appear in columns. When it is 

obvious the list has been printed in side-by-side columns to 
save space, the arrangement can be retained if it fits, but it 
does not have to be duplicated. Multiple column lists may 
also be presented in a single column. Such rearrangement 
does not require an explanation. 
a. Insert a blank line to separate a cell-5 or cell-7 heading 

from columns. (See Formats, §4, Headings.) 
b. Always begin the first column in cell 1. Leave two blank 

cells between the end of the longest item in the first 
column and the left-hand margin of the second column. 
Do not use guide dots between unrelated columns. (See 
Formats, §11, Tables and Related Columns.) 

c. Keep a columned list on a single page when possible. 
(See Sample 8-5: Two-Column List on page 8-17.)  

d. Preserve print alphabetic or numeric order, whether 
horizontal or vertical. (See Sample 8-6: Two-Column List 
Changed to Vertical List on page 8-18.) 

e. Change the number of columns if the print layout does 
not fit. Insert a transcriber’s note explaining the change. 

f. Do not rearrange the order of words. (See Sample 8-7: 
Six Columns Changed to Three Columns on page 8-19.) 
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g. When a columned list is too long for a single braille page, 
list the words in columns and fill the page with as many 
words as will fit. List the words vertically in alphabetic or 
numeric order. Continue listing the words in columns on 
the next braille page. (See Sample 8-8: Long List on Two 
Braille Pages on page 8-20.) 

8.5 Nested Lists 
8.5.1 A nested list—a list within a list—has main entries and at 

least one level of subentries. 
a. A centered, cell-5, or cell-7 heading may precede a 

nested list. 
b. The main entry begins in cell 1. Each subentry level 

begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 
One level: 1-3 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 

(See Sample 8-9: Simple Nested List on page 8-22.) 
c. All items within the section with subentries are treated as 

a nested list, even if some items do not have a subentry. 
(See Sample 8-10: Nested List on page 8-23.) 

d. Nested lists are always transcribed in a single column. 
(See Sample 8-11: Columned Nested List Changed to 
Vertical List on page 8-24.) 

See Formats, §10, Exercise Material, for more information 
about nested lists. 

8.6 Bulleted Lists 
8.6.1 Print bullets are used to draw attention to specific items or 

the location of material. They may be hollow dots, filled-in 
dots, squares, triangles, or other symbols. 
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8.6.2 Retain bullets whenever they are used in lists. 
a. Follow print for the symbol used as a bullet. If the print 

symbol does not have a corresponding symbol in braille, 
devise a symbol using a transcriber-defined symbol 
indicator. (See UEB, §3.26, Transcriber-Defined 
Symbols.) Examples: 
_4 Dot 
$#d Hollow square [will require a grade 1 indicator] 
_$#d Solid square 
$= Hollow circle [will require a grade 1 indicator] 
$#c Triangle [will require a grade 1 indicator] 
"% Checkmark 

b. List all bullet symbols except the primary bullet indicator 
(dots 456, 256) on the Special Symbols page, or in a 
transcriber’s note before the text. 

c. Transcribe bulleted subentries as a nested list. 
(See Sample 8-12: Bulleted List on page 8-25, Sample 8-13: 
Nested List with Bulleted Subentries on page 8-26, Sample 
8-14: Bulleted Nested List on page 8-27, and Sample 8-15: 
Two Distinct Bullets in a Simple List on page 8-28.) 

8.7 Lists with Only Some Items Bulleted 
8.7.1 To indicate that only some items in the list have bullets or 

other print indicators, such as pictures: 
a. Follow print for the symbol used as a bullet. The bullet 

begins in cell 1 and is followed by a space. Symbols used 
must be listed in a transcriber’s note or placed on the 
Special Symbols page. 

b. Align the beginning character of all items. Runovers are 
two cells to the right of the beginning of the items. 
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Example 8-5a: List with One Bulleted Item 

 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀#a4 ,,,! life & "ts ( %]lock holmes,' 

7 _4 #b4 ,,,murd] on ! snikrep campus,' 

8 ⠀⠀⠀#c4 ,,,! m>* sky,' 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

Example 8-5b: List with One Bulleted Item 

 

25 text 5ds4                             #f 

 

 1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#de 

 2 ⠀⠀⠀⠀⠀#a4 ,,,! life & "ts ( %]lock 

 3 ⠀⠀⠀⠀⠀⠀⠀holmes,' 

 4 _$#d #b4 ,,,murd] on ! snikrep campus,' 

 5 ⠀⠀⠀⠀⠀#c4 ,,,! m>* sky,' 

 6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

c. When multi-column lists have some items bulleted, 
transcribe them vertically. 
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Example 8-6: Two Columns Changed to Vertical List 

 

,? is 8 wi% li/ f ! ,l\is ,l',am\r 

collec;n4 ,bullet$ items >e \ ( /ock4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀.1,b[drie 

_4 .1,*ancy 

⠀⠀⠀.1,fl9t 

_4 .7,! ,l"oly ,m5.' 

_4 .1,radigan 

⠀⠀⠀.1,! .1,skyl9]s 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8.8 Outlines 
8.8.1 Use a nested list for outlines. 

Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 

8.8.2 Follow print for the symbol used to represent blanks in a 
skeleton outline. Insert three dot 5s to represent blank 
space (no print symbol). A transcriber’s note is required to 
explain the use of the dot 5s. 

8.8.3 Outlines Using Letters and Numbers 
Follow print for capitalization and punctuation. (See Sample 
8-16: Outline on page 8-29.) 
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8.8.4 Outlines Using Decimal Enumeration 

Example 8-7: Decimal Enumeration Skeleton Outline 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

#a .- 

⠀⠀#a4a .- 

⠀⠀#a4b .- 

⠀⠀⠀⠀#a4b4a .- 

#b .- 

⠀⠀#b4a .- 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8.8.5 Guide Text for Entire Documents in Outline Format. To 
aid the reader when an entire document is printed in outline 
format, center the last division number used on each braille 
page on line 25. This is similar to guide words used in an 
index. 
a. Center guide text on the last line of every braille page. 
b. Leave at least three blank cells before the outline division 

entry. 
c. Leave at least three blank cells between the outline 

division entry and the braille page number. 
d. Leave at least three blank cells after the outline division 

entry when there is no braille page number, if even page 
numbers are suppressed for interpoint. 

e. Use the last outline division entry from the previous 
page(s) followed by “(cont.)” when no new outline entry 
occurs on the braille page. 
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Example 8-8: Outline Guide Text 

 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,i4,b4#d4            #ae 

Example 8-9: Decimal Enumerated Outline Guide Text 

 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#i4aa              #ae 

f. An agency may choose to indicate outline division guide 
text only on odd pages in an interpoint transcription. The 
guide text indicates the last outline division on the right 
page (odd braille page number). 

8.9 Annotated Lists 
Annotations are explanatory notes or comments about an 
entry. Use the nested list format. (See Sample 8-17: 
Annotated List on page 8-30.) 
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8.10 Samples 
Sample 8-1: List After Page Change Indicator, page 8-13 
Sample 8-2: List Before Page Change Indicator, page 8-14 
Sample 8-3: Heading After Page Change Indicator, page  

8-15 
Sample 8-4: Simple Boxed List, page 8-16 
Sample 8-5: Two-Column List, page 8-17 
Sample 8-6: Two-Column List Changed to Vertical List, page 

8-18 
Sample 8-7: Six Columns Changed to Three Columns, page 

8-19 
Sample 8-8: Long List on Two Braille Pages, page 8-20 
Sample 8-9: Simple Nested List, page 8-22 
Sample 8-10: Nested List, page 8-23 
Sample 8-11: Columned Nested List Changed to Vertical 

List, page 8-24 
Sample 8-12: Bulleted List, page 8-25 
Sample 8-13: Nested List with Bulleted Subentries, page  

8-26 
Sample 8-14: Bulleted Nested List, page 8-27 
Sample 8-15: Two Distinct Bullets in a Simple List, page  

8-28 
Sample 8-16: Outline, page 8-29 
Sample 8-17: Annotated List, page 8-30 
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Sample 8-1: List After Page Change Indicator 

 

4 444 calm1 noncompetitive sett+ = $uca;n4 

5 -------------------------------------#da 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,h[ mi<t a dress code help cr1te a safe 

8 ⠀⠀s*ool 5viron;t8 

9 ,:at >e two common causes ( fires 9 ! 

10 ⠀⠀home8 

11 ,:at %d y d if y >e \tside & a tornado 

12 ⠀⠀/rikes8 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-2: List Before Page Change Indicator 

1 ,": c y f9d reliable s\rces ( h1l?   #,- 

2 ⠀⠀9=ma;n8 

3 ,:at m$ical s]vices >e cov]$ by h1l? 

4 ⠀⠀9sur.e8 

5 ,:at 9flu;es a te5's buy+ deci.ns8 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 -------------------------------------#fe 

8 ⠀⠀,9t]net-bas$ h1l? c>e all[s a pati5t 

9 to communicate 444 

(Return to Text) 
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Sample 8-3: Heading After Page Change Indicator 

1 ,": c y f9d reliable s\rces ( h1l?   #,- 

2 ⠀⠀9=ma;n8 

3 ,:at m$ical s]vices >e cov]$ by h1l? 

4 ⠀⠀9sur.e8 

5 ,:at 9flu;es a te5's buy+ deci.ns8 

6 -------------------------------------#fe 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀,9t]net-,bas$ ,h1l? ,c>e 

9 ⠀⠀,a pati5t communicates 444 

(Return to Text) 
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Sample 8-4: Simple Boxed List 

1 text 444 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,9t]rogative ,pron\ns 

4 7777777777777777777777777777777777777777 

5 _1,:o wants m cake8 

6 _1,:at "t is x8 

7 _1,:5 >e y >riv+8 

8 _1,": did ,john g8 

9 _1,:y 7 y late = class8 

10 gggggggggggggggggggggggggggggggggggggggg 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀,text 444 

(Return to Text) 
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Sample 8-5: Two-Column List 

 
13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀,canadian ,prov9ces_/,t]ritories 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ,alb]ta            ,pr9ce ,$w>d ,isl& 

17 ,briti% ,columbia  ,quebec 

18 ,manitoba          ,saskat*ewan 

19 ,new ,brunswick    ,nor?we/ ,t]ritories 

20 ,newf.dl&          ,yukon ,t]ritory 

21 ,nova ,scotia      ,nunavut 

22 ,ont>io 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-6: Two-Column List Changed to Vertical List 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,runn+ ,h1d             #i 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,baseball 

4 ,basketball 

5 ,football 

6 ,hockey 

7 ,so3] 

8 ,swimm+ 

9 ,track 

10 ,volleyball 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 8-19 Section 8 
Lists 

Sample 8-7: Six Columns Changed to Three Columns 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#aj 

2 admira;n     agre1ble   attrac;n 

3 com=table    3v]sa;n    3v]tible 

4 dang]\s      decora;n   $uca;n 

5 fam\s        flexible   humor\s 

6 imag9a;n     9fla;n     9=ma;n 

7 9/ruc;n      joy\s      m>vel\s 

8 my/]i\s      n]v\s      organiza;n 

9 prep>a;n     r1sonable  rejec;n 

10 responsible  rev]sible  selec;n 

11 s5sible      valuable   wa%able 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-8: Long List on Two Braille Pages 



 21 Section 8 
Lists 

1 a lot      especially  \tside        #,- 

2 ag         "eybody     piece 

3 alw        "ey"o       pr9ciple 

4 &          "ey?+       probably 

5 ano!r      except      r1lly 

6 b1uti;l    excit$      sd 

7 2c         favorite    s*ool 

8 2f         f9ally      "s?+ 

9 2lieve     fr          "s"ts 

10 buy        frs         /a;n]y 

11 cau<t      fur!r       /opp$ 

12 "*         gett+       t's 

13 ,*ri/mas   ,hall[e5    _! 

14 clo!s      happ5$      !n 

15 comple;t   he>d        "! 

16 3sci\s     9to         "!'s 

17 ,dad's     x's         !y 

18 decid$     knew        !y're 

19 def9itely  "k          ?"\ 

20 didn't     let's       "? 

21 di6]5t     maybe       too 

22 4crete     ,mom        tri$ 

23 doesn't    (f          until 

24 don't      "o          ^u 

25 elude      \r          usually       #,-

—New Braille Page— 
1 want   :5  :ole                     a#,- 

2 we're  ":  y're 

3 w5t    :   yr 

4 7 

(Return to Text) 
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Sample 8-9: Simple Nested List 

 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,apple ,9c4 

7 ⠀⠀#a ,9f9ite ,loop 

8 ⠀⠀,cup]t9o1 ,,ca #iejad 

9 ,micros(t ,corpora;n 

10 ⠀⠀,"o ,micros(t ,way 

11 ⠀⠀,r$mond1 ,,wa #ihjeb-#fcii 

12 ,sun ,microsy/ems 

13 ⠀⠀#daej ,net"w ,circle 

14 ⠀⠀,santa ,cl>a1 ,,ca #iejed 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀

(Return to Text) 
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Sample 8-10: Nested List 

 

1 ,pay att5;n to ! foll[+ f1tures z y   #i 

2 ⠀⠀⠀⠀write yr essay3 

3 ⠀⠀,well-focus$ ma9 po9ts2 

4 ⠀⠀,cle> organiza;n2 

5 ⠀⠀,specific develop;t ( yr id1s2 

6 ⠀⠀,3trol ( s5t;e /ructure1 punctua;n1 

7 ⠀⠀⠀⠀gramm>1 ^w *oice1 & spell+4 

8 ,yr essay %d 2 l;g 5 to develop ! topic 

9 ⠀⠀⠀⠀adequately4 

(Return to Text) 
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Sample 8-11: Columned Nested List Changed to Vertical List 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,bird+ ,basics 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,size 

4 ⠀⠀,small 

5 ⠀⠀,m$ium 

6 ⠀⠀,l>ge 

7 ,%ape 

8 ⠀⠀,body %ape 

9 ⠀⠀,bill %ape 

10 ⠀⠀,h1d & neck %ape 

11 ⠀⠀,legs & tail %ape 

12 ,2havior 

13 ⠀⠀,=ag+ 

14 ⠀⠀,fli<t 

15 ⠀⠀,p]*+ 

16 ⠀⠀,ne/+ 

17 ⠀⠀,vocal 

(Return to Text) 
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Sample 8-12: Bulleted List 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,h1l? ,plan ,ti]s 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 _4 ,prim>y ,c>e ,physician ,(fice ,visit 

4 _4 ,speciali/ ,(fice ,visit 

5 _4 ,9pati5t ,hospital ,c>e 

6 _4 ,\tpati5t ,surg]y 

7 _4 ,em]g5cy ,room 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-13: Nested List with Bulleted Subentries 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 7777777777777777777777777777777777777777 

9 ⠀⠀⠀⠀⠀⠀@.<,9 ! li/ 2l1 ! symbol .="% is a 

10 ⠀⠀⠀⠀*eckm>k4@.> 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 #a4 ,r1d all 9/ruc;ns 2f 2g9n+4 

13 #b4 ,pay att5;n to ! foll[+ f1tures3 

14 ⠀⠀"% ! ^w+ ( ! text 

15 ⠀⠀"% ! /yle ( ! lrs us$ 9 h1d+s 

16 ⠀⠀"% ! way ! 9=ma;n is organiz$ 9to 

17 ⠀⠀⠀⠀columns 

18 gggggggggggggggggggggggggggggggggggggggg 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-14: Bulleted Nested List 

8 ⠀⠀⠀⠀,b"eage ,op;ns 

9 _4 ,c(fee 

10 _4 ,tea 

11 ⠀⠀;$= ,black tea 

12 ⠀⠀;$= ,gre5 tea 

13 _4 ,milk 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-15: Two Distinct Bullets in a Simple List 

1 ⠀⠀⠀⠀,,focus ,,"qs 

2 _4 ,": did ! ,neoli?ic agricultural 

3 ⠀⠀revolu;n o3ur1 & h[ did x a6ect ! 

4 ⠀⠀lives ( m5 & wom58 

5 _4 ,:at >e ! "*i/ics ( civiliza;n1 & :at 

6 ⠀⠀>e "s explana;ns = :y e>ly civiliza;ns 

7 ⠀⠀em]g$8 

8 _4 ,h[ did geography 3tribute to ! 

9 ⠀⠀civiliza;ns t >ose 9 ,mesopotamia & 

10 ⠀⠀,egypt8 

11 _$#d ,9 :at ways 7 ! civiliza;ns ( 

12 ⠀⠀,mesopotamia & ,egypt alike8 ,9 :at 

13 ⠀⠀ways 7 !y di6]5t8 

(Return to Text) 
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Lists 

Sample 8-16: Outline 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#de 

2 ,i4 ,backgr.d ( #ahic ,columbian 

3 ⠀⠀⠀⠀⠀⠀⠀⠀,exposi;n 

4 ⠀⠀,a4 ,3t9u$ tradi;n ( big fairs 

5 ⠀⠀⠀⠀#a4 ,previ\s _w's fairs 

6 ⠀⠀⠀⠀⠀⠀a4 ,london & ! ,cry/al ,palace1 

7 ⠀⠀⠀⠀⠀⠀⠀⠀#ahea 

8 ⠀⠀⠀⠀⠀⠀;b4 ,philadelphia1 #ahgf 

9 ⠀⠀⠀⠀#b4 ,*icago fair to 2 l>g] ?an e>li] 

10 ⠀⠀⠀⠀⠀⠀⠀⠀fairs 

11 ⠀⠀;,b4 ,emphasiz$ cultural a*ieve;ts 

12 ⠀⠀⠀⠀#a4 ,plann]s ;,d4 ;,h4 ,burnham & 

13 ⠀⠀⠀⠀⠀⠀⠀⠀;,f4 ;,l4 ,olm/$ 

14 ⠀⠀⠀⠀#b4 ,na;n's top >ti/s1 9v5tors1 

15 ⠀⠀⠀⠀⠀⠀⠀⠀9du/riali/s 

16 ,,ii4 ,backgr.d ( ,george ;,w4 ;,g4 

17 ⠀⠀⠀⠀⠀⠀⠀⠀,f]ris 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 8-17: Annotated List 

1 ,room #beg                           #hi 

2 ⠀⠀,locat$ on ! f\r? floor ( ! ,taylor 

3 ⠀⠀⠀⠀,hall on ! ,l[] ,campus 

4 ⠀⠀,classroom ) #be desks1 blackbo>d1 

5 ⠀⠀⠀⠀projector1 scre51 & 9t]net 3nec;n4 

6 ,room #def 

7 ⠀⠀,locat$ on ! second floor ( ,br[n 

8 ⠀⠀⠀⠀,hall on ! ,middle ,campus 

9 ⠀⠀,lecture hall ) #ajj s1ts1 podium1 

10 ⠀⠀⠀⠀microph"o1 projector1 scre51 & 

11 ⠀⠀⠀⠀9t]net 3nec;n 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Section 9   
Displayed Material,  

Attributions, and Source Information 
9.1 Fundamentals ................................................................................. 9-1 
9.2 Format for Displayed Material ........................................................... 9-2 
9.3 Epigraphs ....................................................................................... 9-5 
9.4 Attributions ..................................................................................... 9-6 
9.5 Source Citations and Permission to Copy ............................................ 9-6 
9.6 Cross-References and Incidental Notes ............................................... 9-7 
9.7 Correspondence and Diary Entries ..................................................... 9-9 
9.8 Samples ....................................................................................... 9-10 

9.1 Fundamentals 
9.1.1 Displayed material appears within the flow of regular text 

and is set off from the body of the text by blank lines, 
change of margins, or emphasis. Pull quotes are material 
restated from the body of the text. These are typically larger 
and use a distinctive font attribute. They are not repeated in 
braille. 

Example 9-1: Displayed Material (Print Only) 

 



 9-2 Section 9 
Displayed Material, Attributions, Sources 

Example 9-2: Pull Quote (Print Only) 

 

9.1.2 For formatting purposes, lists, boxed material, and tables 
are not considered displayed material. Exception: Lists 
within displayed material are part of that displayed material 
and must use adjusted margins. (See Formats, §7, Boxed 
Material; §8, Lists; and §11, Tables and Related Columns.) 
Note: Text displayed in the margin is considered a sidebar. 
(See Formats, §12, Sidebars.) 

9.1.3 A Braille Reader’s Perspective. When doing a finger scan 
down the left margin, remember that the blank lines before 
and after the text signal to the reader that the material is 
set apart from the surrounding text. 

9.2 Format for Displayed Material 
9.2.1 Transcription of displayed material needs to maintain the 

difference shown in print between the regular text and the 
displayed text. 

9.2.2 The adjusted margin is 2 cells to the right of the runover 
position for the material that precedes displayed matter. Use 
cell 3 as the adjusted left margin for most displayed 
material. To accommodate various print formats, it may be 
necessary to change this left margin for some types of 
displayed material, e.g., displayed material within a nested 
list that has margins 1-7, 3-7, 5-7 would begin in cell 9. The 
goal is to provide clarity and readability while reinforcing the 
distinction from the surrounding text. 
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a. Insert a blank line before and after displayed material. 
b. Do not insert blank lines between individual items in 

displayed material unless required by other formats, e.g., 
between a heading and a paragraph. 

c. Headings. Cell-5 and cell-7 headings within displayed 
material are based on the adjusted left margin. 
Consequently the margins for cell-5 headings are blocked 
in 7-7, and cell-7 headings are blocked in 9-9. Centered 
headings remain based on the non-adjusted left margin, 
i.e., the full width of the line. However, there must be at 
least three blank cells between the adjusted left margin 
and the centered heading. 

d. Blocked paragraphs are blocked at the adjusted left 
margin; indented paragraphs begin 2 cells to the right of 
the adjusted left margin. 

e. Multiple displayed sentences are treated as a list 
beginning at the adjusted left margin; e.g., if the 
adjusted left margin is 5, displayed sentences would be 
placed with margins 5-7. 

Example 9-3: Displayed Single Sentence 

 

,9 ! ?ird p]son1 ! correct =m is 

.1doesn't1 :e!r ! subject is s+ul> or 

plural4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,ca?y "<doesn't1 don't"> l movies ) 

⠀⠀sad 5d+s4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,! correct =m is .1doesn't3 ,ca?y 

.1doesn't l movies ) sad 5d+s4 
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Example 9-4: Displayed Multiple Sentences 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,respectively & ,respect;lly 

.1,respectively m1ns 8sep>ately0 or 444 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,! "picipants 9 ! debate 7 ,st4 

⠀⠀⠀⠀,lawr;e ,hi< ,s*ool & ,delphi ,hi< 

⠀⠀⠀⠀,s*ool1 .1respectively4 

⠀⠀,! /ud5ts .1respect;lly /at$ _! 

⠀⠀⠀⠀>gu;ts4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

f. Displayed material may be relocated to the end of a 
paragraph when it interferes with the flow of text. If the 
page has no paragraph breaks, the displayed material 
may be placed at the end of a sentence. 

(See Sample 9-1: Displayed Quote on page 9-12.) 

9.2.3 Font Attributes in Displayed Material 
a. Retain font attributes when individual words or phrases 

are emphasized. Follow print for emphasis used. 
b. Omit font attributes when the entire section of displayed 

material is emphasized. 
(See Sample 9-2: Italicized Displayed Verse on page 9-13.) 

9.2.4 Format for Displayed Short Word Lists. Horizontal word 
lists across the print page must fit on a single braille line, 
with each word separated by a blank cell. (See UEB, 
§3.23.1, Space.) Present phrases vertically. The first word 
begins at the adjusted left margin. 
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Example 9-5: Displayed Horizontal Word List 

 

⠀⠀,suppose y >e ask$ to >range ! foll[+ 

^ws 9to a s5t;e4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀sank⠀subm>9e⠀,tues"d 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
⠀⠀,"! is m ?an "o s5t;e t c 2 made f ^! 

^ws4 

9.2.5 Format for Displayed Long Word Lists 
a. Change word lists that do not fit on a single braille line to 

columns, listing the words from left to right. 
b. Leave two blank cells between the end of one column and 

the beginning of the next column. 
c. Do not use guide dots between unrelated columns. (See 

Formats, §11, Tables and Related Columns.) 
d. Transcribe word lists that contain phrases vertically, with 

each phrase beginning in cell 1. 
(See Sample 9-3: Displayed Word List in Columns on page 
9-14 and Sample 9-4: Displayed Vertical List on page 9-15.) 

9.3 Epigraphs 
9.3.1 An epigraph is a short introduction, often a quotation, at the 

beginning of a poem, short story, book chapter, or other 
piece of literature. The epigraph introduces or refers to the 
larger themes of the piece. 
a. Epigraphs at the beginning of the body matter are text 

pages, not front matter. 
b. Transcribe epigraphs according to their formats, i.e., a 

poem in poetry format, 3-1 margins for indented 
paragraphs, etc. 

c. Do not treat epigraphs as displayed material. 
d. Insert a blank line before and after an epigraph. 
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e. Omit font attributes unless needed for distinction. 
(See Sample 9-5: Epigraph on page 9-16.) 

9.4 Attributions 
9.4.1 An attribution is the identification of the source or author of 

material, and often appears after the completion of the 
quote, poem, story, etc. When an attribution follows text: 
a. Do not start the attribution on a new braille page. If 

necessary, carry the last line of text, followed by the 
attribution, to a new braille page. 

b. Block attributions in the fifth cell to the right of the 
beginning of the previous line. 

c. Retain font attributes for titles or other text requiring 
distinction. 

d. Always leave a blank line following an attribution. 
(See Sample 9-6: Attribution on page 9-17.) 

9.5 Source Citations and Permission to Copy 
9.5.1 Source citations provide information about the origin of the 

material. They appear in a number of locations on the print 
page, e.g., at the bottom of the page, after a table or chart, 
etc. 
a. Source citations are inserted at the most appropriate 

location. 
b. Block a source citation in the fifth cell to the right of the 

beginning of the previous line. At least one line of the 
source citation must be on the same page as the material 
to which it applies. Exception: See Formats, §6.2.2c, 
Format, for source citations on illustrations. 

c. Do not insert a blank line before a source citation or 
permission to copy. 

d. Always leave a blank line following a source citation or 
permission to copy notice. 

9.5.2 Headings. Do not insert a blank line between a heading and 
a source citation. 
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Example 9-6: Source Citation to a Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,transcript ( 

⠀⠀⠀⠀⠀,gettysburg ,address "<#ahfc"> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀,abraham ,l9coln1 ,draft ( ! 

⠀⠀⠀⠀⠀⠀⠀⠀⠀,gettysburg ,address3 444 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,executive ,man.n1 

9.5.3 Tables/Charts. Insert the source citation on the next line 
after the completion of the table. Follow print if the source is 
after the bottom box line. Do not insert a blank line between 
the bottom box line and source information. (See Formats, 
§11, Tables and Related Columns, for examples.) 

9.5.4 Images. Place any associated source citation or copyright 
information appearing with an image in a new 7-5 paragraph 
following the caption. Follow print for wording and sequence 
of information. (See Sample 9-7: Source Citation to an 
Image on page 9-18.) 

9.5.5 Permission to Copy. Permission notes frequently appear at 
the bottom of the print page, but may be found elsewhere 
on the page. In braille, place the note on the line following 
the title/heading. Block the note in the fifth cell to the right 
of the beginning of the previous line. (See Sample 9-8: 
Copyright Information with Permission to Use on page  
9-19.) 

9.6 Cross-References and Incidental Notes 
Cross-reference: Cross-references direct the reader to 
another location in the same book. 
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Incidental note: An incidental note directs the reader to 
another source, e.g., an accompanying handbook, a website, 
etc. 

9.6.1 These notes are formatted in the same way. 
a. Do not use a reference mark. 
b. Ignore font attributes except when they are necessary for 

distinction. 
c. A blank line precedes and follows the note to avoid the 

impression that it is “attached” to the previous or 
following paragraphs. 

d. When the note includes a heading, do not insert a blank 
line between the heading and the note. Use 7-7 margins 
for the heading. Transcribe the note on the next line 
using 5-5 margins. 

e. Use 7-5 margins for a note without a heading. 
f. Insert the notes at the most appropriate location on the 

page. 

Example 9-7: Cross-Reference 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,publi%+ & ,pres5t+ 

.7,publi% 9 a pr9t m$ium4.' ,submit yr 

n>rative to a s*ool newspap] or 444 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀@$p ,sp1k+ ,3nec;n 

⠀⠀⠀⠀,= 9/ruc;n ab n>rative pres5ta;ns1 

⠀⠀⠀⠀see ! ^7,li/5+ & ,sp1k+ ,"w%op^' on 

⠀⠀⠀⠀page #abj4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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Example 9-8: Incidental Note 

 

⠀⠀⠀⠀,le>n f ,biographies 

,:y d y ?9k ,p]icles ?"\ x 0 s important 

to b1utify & rebuild ,a!ns af ! de/ruc;n 

caus$ by w>8 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀,= m 9=ma;n1 g onl9e to .7,meet ! 

⠀⠀⠀⠀,p.' at www4sfsocial/udies4com4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9.7 Correspondence and Diary Entries 
9.7.1 Correspondence and diary entries are formatted according to 

their placement/format in print. 
a. The format for dates and/or other letter components at 

the beginning of the letter is dependent on surrounding 
headings and texts. The transcriber needs to determine 
the best format in these situations, e.g., diary dates 
begin in cell 1 or are formatted using a cell-5 or cell-7 
heading. 

b. When signatures and any accompanying closing appear 
at a position beyond the left margin in print, move them 
to the attribution position, blocked in the fifth cell to the 
right of the beginning of the previous line. 

c. Use the script font to indicate a script signature. 
(See Sample 9-9: Displayed Letter on page 9-20 and 
Sample 9-10: Letters with Signatures as Attributions on 
page 9-21.) 

9.7.2 Instructional Correspondence. Letters intended to teach 
proper print format should be followed for spacing, 
indentions, and font attributes. This includes the spacing 



 9-10 Section 9 
Displayed Material, Attributions, Sources 

positions of headings, closings, the body of the letter, etc. 
Insert a blank line before and after the letter if it is not 
enclosed in a box. These types of letters are not considered 
displayed material and use the entire width of the braille 
line. (See Sample 9-11: Sample Letter for Instructional 
Purposes on page 9-22.) 

9.8 Samples 
Sample 9-1: Displayed Quote, page 9-12 
Sample 9-2: Italicized Displayed Verse, page 9-13 
Sample 9-3: Displayed Word List in Columns, page 9-14 
Sample 9-4: Displayed Vertical List, page 9-15 
Sample 9-5: Epigraph, page 9-16 
Sample 9-6: Attribution, page 9-17 
Sample 9-7: Source Citation to an Image, page 9-18 
Sample 9-8: Copyright Information with Permission to Use, 

page 9-19 
Sample 9-9: Displayed Letter, page 9-20 
Sample 9-10: Letters with Signatures as Attributions, page  

9-21 
Sample 9-11: Sample Letter for Instructional Purposes, page 

9-22 
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Sample 9-1: Displayed Quote 

5 ,soviet premi] ,joseph ,/al9 0 m ( a 

6 my/]y4 ,*ur*ill & ,roosevelt agre$ t 

7 def1t+ ,hitl] %d 2 ! f/ milit>y prior;y1 

8 b rep1t$ delays 444 ,black ,sea 9 

9 ,febru>y #aide1 c>ri$ ov] 9to ! ,cold 

10 ,w> t foll[$4 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀8,,,! qual;y ( 8 2+ "o ) ! p 444 made 

13 ⠀⠀x possible = hm to 2 a l1d] )\t "e 2+1 

14 ⠀⠀or ?9k+ ( 2+1 a dictator4,'0 

15 ⠀⠀⠀⠀⠀⠀,-.7,labor ,secret>y ,fr.es 

16 ⠀⠀⠀⠀⠀⠀,p]k9s.',- 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ⠀⠀,) ! presid5t's att5;n focus$ on 

19 milit>y matt]s1 444 

(Return to Text) 
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Sample 9-2: Italicized Displayed Verse 

6 ,_m upp]-class p f ,judah 7 s5t to 

7 ,babylonia 9 exile1 ! memory ( : is / 

8 evok$ 9 ! /irr+ ^ws ( ,psalm #acg3 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀,by ! riv]s ( ,babylon1 we sat & wept 

11 ⠀⠀⠀⠀:5 we rememb]$ ,zion 444 

12 ⠀⠀,h[ c we s+ ! s;gs ( ! ,"l :ile 9 a 

13 ⠀⠀⠀⠀=eign l&8 

14 ⠀⠀,if ,i =got y1 ,o ,j]usalem1 may my "r 

15 ⠀⠀⠀⠀h& =get xs skill4 

16 ⠀⠀,may my t;gue cl+ to ! ro( ( my m\? if 

17 ⠀⠀⠀⠀,i d n rememb] y1 if ,i d n 3sid] 

18 ⠀⠀⠀⠀,j]usalem my hi<e/ joy4 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

20 ,b ! ,babylonian captiv;y ( ! p ( ,judah 

21 did n la/4 

(Return to Text) 
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Sample 9-3: Displayed Word List in Columns 

6 ⠀⠀⠀⠀,write a ^w t m1ns ! same z ! "ul9$ 

7 ⠀⠀⠀⠀^w 9 ! s5t;e4 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 mailbox  ne>by    9to 

10 "s"ts    sunrise  any?+ 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 #a4 ,c>m5 & ,i w wake up to g fi%+ 2f 

13 ⠀⠀_1dawn4 

14 #b4 ,! bus driv] ask$1 8,is "! a gas 

15 ⠀⠀/a;n _1>.d80 

16 #c4 ,! camp]s w5t _19side ! t5t4 

(Return to Text) 
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Sample 9-4: Displayed Vertical List 

8 ⠀⠀⠀⠀,h[ >e y at comp>+ ?+s = di6]5t 

9 ⠀⠀⠀⠀sizes8 ,r1d ! ^ws4 ,"u : h1d+ wd y 

10 ⠀⠀⠀⠀write ea* ^w8 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 h\se 

13 skyscrap] 

14 airplane 

15 hot-air balloon 

16 ru2] raft 

17 be> 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ,big  ,bi7]  ,bi7e/ 

20 "333  "3333  "33333 

21 .-    .- ""  .- 

22     .- ""  .- .-

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 9-5: Epigraph 

1 ⠀⠀⠀⠀⠀,ei<t ,brief ,tales ( ,lov]s   #aeg 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,,,alpheus & >e?usa,' 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ,? /ory is told 9 full only by ,ovid4 

6 ,"! is no?+ notewor?y 9 8 tr1t;t ( x4 ,! 

7 v]se at ! 5d is tak5 f ! ,alex&rian poet 

8 ,mos*us4 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀,9 ,ortygia1 an isl& : =m$ "p ( 

11 ,syracuse1 ! grte/ c;y ( ,sicily1 "! is 

12 a sacr$ spr+ call$ ,>e?usa4 ,once1 h["e1 

13 ,>e?usa 0 n wat] or ev5 

(Return to Text) 
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Sample 9-6: Attribution 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,! ,3/itu;nal ,issue 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀,9 review+ ! case ! ,c\rt sd3 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀8,xs resolu;n is a matt] ( na;nal 

11 ⠀⠀3c]n1 requir+ s5sitiv;y bo? to ! 

12 ⠀⠀,gov]n;t's "r to protect xf f unlaw;l 

13 ⠀⠀subv].n & attack & to ! citiz5's "r to 

14 ⠀⠀2 secure 9 8 privacy ag/ unr1sonable 

15 ⠀⠀gov]n;t 9tru.n40 

16 ⠀⠀⠀⠀⠀⠀,-,ju/ice ,lewis ;,f4 ,p[ell1 

17 ⠀⠀⠀⠀⠀⠀,jr41 #aigb 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀,! gov]n;t >gu$ t s* surveill.e 0 a 

20 r1sonable ex]cise ( ! presid5t's p[] 

(Return to Text) 
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Sample 9-7: Source Citation to an Image 

6 ⠀⠀⠀⠀⠀⠀@.<,picture@.> ,o!r ,s\rces ( ,p[] 

7 ⠀⠀⠀⠀,locomotives .7"<see ! ,norris 

8 ⠀⠀⠀⠀abv">.' or horses pull$ c>s on ! 

9 ⠀⠀⠀⠀levels 2t 9cl9es4 444 

10 ⠀⠀⠀⠀⠀⠀,alle<5y ,portage ,railroad 

11 ⠀⠀⠀⠀,na;nal ,hi/oric ,site is "o ( m ?an 

12 ⠀⠀⠀⠀#chj p>ks 9 ! ,na;nal ,p>k ,sy/em4 

13 ⠀⠀⠀⠀444 

14 ⠀⠀⠀⠀⠀⠀@.<,pr9t %[s an old locomotive@.> 

15 ⠀⠀⠀⠀⠀⠀,,,libr>y ( 3gress,' 

(Return to Text) 
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Sample 9-8: Copyright Information with Permission to Use 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,am]ica1 ! ,b1uti;l       #fij 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀^c ,copy"r #aigf by ,fr$ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,bock ,music ,company4 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,all "rs res]v$4 ,us$ by 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀p]mis.n4 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀,ka?>9e ,lee ,bates 

8 ⠀⠀⠀⠀⠀⠀,,mat]na 

9 ⠀⠀⠀⠀⠀⠀,samuel ,a4 ,w>d 

10 ⠀⠀⠀⠀⠀⠀,descant by ,fr$ ,bock 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 444 

(Return to Text) 
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Sample 9-9: Displayed Letter 

4 ⠀⠀,m>y ,=bes 0 pl1s$ at ! ,que5's *oice 

5 ( homes = ,s>ah & wrote to ,mrs4 ,s*o54 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀,de> ,mrs4 ,s*o51 

8 ⠀⠀⠀⠀,i am *>m$ to he> y >e to tra9 up ! 

9 ⠀⠀ll ,pr9cess4 ,i am sure y w take c>e & 

10 ⠀⠀n let h] 2 made a %[ (1 : makes girls 

11 ⠀⠀s 3ceit$4 ,x w 2 v spoil+ = h] if ! 

12 ⠀⠀,que5 takes too m* notice ( h]4 

13 ⠀⠀⠀⠀⠀⠀,m>y ,=bes 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ⠀⠀,! adults >.d ,s>ah "u/ood :at ! 

16 special rela;n%ip 2t ! "y black girl & ! 

17 ,que5 m1nt4 ,mrs4 ,=bes 0 worri$ t ,s>ah 

18 mi<t 

(Return to Text) 
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Sample 9-10: Letters with Signatures as Attributions 

1 ⠀⠀⠀⠀,emp]or ,william ,,ii to       a#gea 

2 ⠀⠀⠀⠀,ts> ,ni*olas ,,ii1 ,july #bh1 

3 ⠀⠀⠀⠀#aj3#de ,p4,m4 

4 ,i h he>d ) ! grte/ anxiety ( ! impres.n 

5 : is caus$ by ! ac;n ( 444 

6 ⠀⠀,yr mo/ s9c]e & devot$ fr & c\s9 

7 ⠀⠀⠀⠀⠀⠀.1"<,sign$"> 

8 ⠀⠀⠀⠀⠀⠀.1,wilhelm 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀,ts> ,ni*olas ,,ii to ,emp]or 

11 ⠀⠀⠀⠀,william ,,ii1 ,july #bi1 #a3#jj 

12 ⠀⠀⠀⠀,p4,m4 

13 ,i am glad t y >e back 9 ,g]_m4 444 

14 ⠀⠀⠀⠀.1"<,sign$"> 

15 ⠀⠀⠀⠀.1,nicolas 

(Return to Text) 
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Sample 9-11: Sample Letter for Instructional Purposes 

17 ,a sample busi;s lr is pres5t$ 2l4 ,note 

18 ! "ps ( ! lr 9clude ! #a"> h1d+ "<return 

19 address"> & date2 #b"> 9side address2 

20 #c"> greet+2 #d"> body2 #e"> close2 #f"> 

21 signature & id5tifica;n4 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

24 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 
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1 777777777777777777777777777777777   a#hh 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,jane ,doe 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#abcd ,/ate ,/reet 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,any ,t[n1 ,/ate #aaaaa 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,july #h1 #bjaj 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,/eve ,smi? 

8 ,,ceo 

9 ,smi? ,4tributors 

10 #febb ,fif? ,av5ue 

11 ,any ,t[n1 ,/ate #aaaaa 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ,de> ,mr4 ,smi?3 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ,yr 9abil;y to complete \r ord]1 ref];e 

16 numb] ,,ac#jife1 plac$ on ,febru>y #bb1 

17 #bjaj1 has left u ) no *oice b to c.el ! 

18 5tire ord]4 ,we regret t we _c ext5d \r 

19 d1dl9e any fur!r4 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,s9c]ely1 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀@1,jane @1,doe 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,jane ,doe 

24 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,pur*as+ ,manag] 

25 gggggggggggggggggggggggggggggggggg   #,- 

(Return to Text) 
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10.1 Fundamentals 
10.1.1 An exercise set may include headings, directions, examples, 

questions, and answer choices. Each exercise set is 
formatted individually. 

10.1.2 This section contains general provisions for transcribing 
exercise material found in textbooks, workbooks, 
handbooks, etc. There is a wide variety of print formats and 
it is not possible to discuss all of them. The transcriber 
needs to determine the best format for each situation. 

10.1.3 Omit information repeated on each page, e.g., name, date, 
publisher and/or copyright information. Exception: Name 
and date may be retained in expendable material. Directives 
for use by the teacher or parent, etc., are omitted unless 
their inclusion is required by the requesting agency. 

10.1.4 When transcribing expendable material, these guidelines 
should be followed as closely as possible. Accommodations 
may be requested by the agency and/or teacher. 

10.1.5 Notify the requesting agency when content is unsuitable for 
braille production, e.g., a workbook that is primarily 
illustrations. 
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10.1.6 General Format 
a. Follow print for sequence, punctuation, and capitalization 

of all arabic numerals, roman numerals, and letters in 
exercise material. 

b. Do not change the wording for directions or exercise 
material. 

10.1.7 When possible, keep all answer choices on the same braille 
page as the question(s) they accompany. 
a. Question and answer choices should appear on a single 

page whenever space permits, regardless of the amount 
of blank space resulting on a page. 

b. When question and answer choices are too long to fit on 
a single page, all answer choices should appear together 
on one page whenever space permits. 

c. When answer choices are too long to fit on a single page, 
do not split an answer choice between pages. 

d. When questions and answers are divided in interpoint 
production, it is up to each agency to decide if questions 
and answer choices should be shown on facing pages or 
not. 

e. Exercise material in higher grades may have answer 
choices requiring additional pages. It is necessary to 
determine the best location for each page break if an 
answer choice is longer than a single page. 

10.1.8 A Braille Reader’s Perspective. It is important to keep the 
format consistent throughout the exercise material. The 
reader uses the format as a guide to understanding the 
layout of the exercises being presented. 

10.2 Blank Lines 
10.2.1 Each exercise set, with accompanying directions or 

headings, is preceded and followed by a blank line. Begin 
directions on line 1 if no running head is used. Directions 
begin on line 3 when a running head is used. 

10.2.2 Insert a blank line between a page change indicator and the 
directions to, or the beginning of, exercise material. 
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Example 10-1: Blank Line After Page Change Indicator 

 

#ei4 ,": "<d1 does"> ! box ( /aples 

⠀⠀2l;g8 

-------------------------------------#fc 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,li/ ea* ^w us$ z an adjective or an 

⠀⠀⠀⠀adv]b4 ,!n write ! ^w or ^ws t x 

⠀⠀⠀⠀modifies4 ,d n 9clude >ticles4 

#fj4 ,mrs4 ,*an j sp5t two 9t]e/+ weeks 

⠀⠀9 ,k5ya4 

444 

10.2.3 Do not leave a blank line between directions and exercise 
material unless it is required by other formats, e.g., 
displayed word lists/options on a single line or in columns, 
examples/models, paragraphs, etc. 

10.3 Directions 
10.3.1 When directions are followed by specific question/answer 

types of material (e.g., matching, multiple choice, true/false, 
etc.) it is preferable for an entire exercise set—directions 
and corresponding activities—to be on a single page. When 
that is not feasible, observe the following order of 
preference: 
a. Place the directions and at least one question (and its 

corresponding answer choices) on the same page. 
b. Place the question and its corresponding answer choices 

together on the same page and the directions on the 
previous page. 

c. Place all answer choices for a given question together on 
the same page. If all answer choices will not fit on one 
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page, do not divide a single answer choice between 
braille pages. 

10.3.2 Use 5-5 margins for unnumbered or unlettered directions. 
Use 7-5 margins for additional paragraphs. 

Example 10-2: Directions with Three Paragraphs 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,write ea* s5t;e4 

⠀⠀⠀⠀⠀⠀,draw "o l9e "u ! adjective4 

⠀⠀⠀⠀⠀⠀,draw two l9es "u ! n\n x 

⠀⠀⠀⠀describes4 

#a4 ,! *alkbo>d is gre54 

#b4 ,"s"ts ! ]as]s >e du/y4 

#c4 ,\r *alk is new4 

10.3.3 Transcribe numbered or lettered directions in a nested list 
format. Begin additional paragraphs two cells to the right of 
the runover position. 

Example 10-3: Lettered Directions with Two Paragraphs 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,a4 ,use ea* ( ! foll[+ ^ws 9 a complete 

⠀⠀⠀⠀s5t;e4 

⠀⠀⠀⠀⠀⠀,use adjectives to describe :at 

⠀⠀⠀⠀ea* dwell+ looks l4 

⠀⠀#a4 h\se 

⠀⠀#b4 f>m 
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10.3.4 Assignments or Activities. Follow print format for 
instructions without specific question/answer activities. 
Paragraphs may be indented (3-1) or blocked (1-1). 

Example 10-4: Paragraph Instructions 

 

⠀⠀,on ! way home1 c.t ! numb] ( di6]5t 

types ( trees y see4 

10.4 Exercise Questions 
10.4.1 Use 1-3 margins for an exercise set that has no subentries. 

Example 10-5: Main Entries Only 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,write ! v]bs 9 ea* s5t;e 2l4 

#a ,he ran a v fa/ race1 b did n d well 

⠀⠀swimm+4 

#b ,mom cook$ d9n] = my frs4 

10.4.2 Exercise Questions with Answer Choices 
a. Treat an exercise set with subentries as a nested list. 
b. The main entry begins in cell 1. Each subentry level 

begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 
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Example 10-6: Question and Answer Choices 

 

#a4 ,: o3urs dur+ ! lytic cycle ( a 

⠀⠀⠀⠀viral 9fec;n8 

⠀⠀,a4 ,! ho/ cell 2comes a factory t 

⠀⠀⠀⠀3t9ually makes m copies ( ! virus4 

⠀⠀;,b4 ,! ho/ cell "ugoes cell divi.n 

⠀⠀⠀⠀444 

10.4.3 Each new exercise set determines the indention pattern for 
the associated material. Note: A review section may 
continue the question numbers from one exercise set to the 
next, throughout the entire section. In some situations the 
transcriber may choose to be consistent for the entire review 
section and format all questions/answers as a nested list if 
any of the questions have subentries. 

Example 10-7: Nested List Used for Exercise Set 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

#a4 ,h[ does ,e>?'s tilt on xs axis 

⠀⠀⠀⠀cause s1sons to *ange 9 di6]5t "ps ( 

⠀⠀⠀⠀! _w8 

#b4 ,dur+ a sol/ice 

⠀⠀a4 "o ( ,e>?'s poles is tilt$ t[>d ! 

⠀⠀⠀⠀,sun 

⠀⠀;b4 nei pole is tilt$ t[>d ! ,sun 

⠀⠀;c4 spr+ 2g9s 9 ! ,nor!rn ,hemisp"h 
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10.4.4 List all answer choices vertically and begin each in the same 
cell. 
a. Preserve print alphabetic or numeric order, whether 

horizontal or vertical. (See Sample 10-1: All Answer 
Choices Begin in the Same Cell on page 10-20.) 

Example 10-8: All Answer Choices are Vertical 

 

#bd4 ,:at cd expla9 a human k>yotype %[+ 

⠀⠀⠀⠀#dg *romo"ss8 

⠀⠀,a4 monosomy 

⠀⠀;,b4 trisomy 

⠀⠀;,c4 codom9.e 

⠀⠀;,d4 dom9ant traits 

b. It is necessary to make a judgment call when answer 
choices are unnumbered/unlettered, and there is no 
discernible order. Be consistent once it has been decided 
to list items in horizontal or vertical order. (See Sample 
10-2: Answer Choices without Discernible Order on page 
10-21.) 

10.5 Write-on-Lines Before or After Questions 
10.5.1 Omit lines, dashes, circles, boxes, or other print devices 

printed before or after questions, indicating where students 
are to answer questions. 
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Example 10-9: Omit Write-on-Lines Before Questions 

 

#f4 ,e 3gres.nal t]m is divid$ 9to 

⠀⠀a4 f\r ses.ns p] ye>4 

⠀⠀;b4 twelve mon?s4 

⠀⠀;c4 two "o-ye> ses.ns4 

#g4 ,turnov] am;g memb]s ( 444 

Example 10-10: Omit Write-on-Lines After Questions 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a ,s;g = ,sailors 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,foll[ yr t1*]'s 9/ruc;ns to answ] ! 

⠀⠀⠀⠀foll[+ "qs ab 8,! ,lorelei40 

#a4 ,:o 7 ! "*s8 

#b4 ,:at 0 ! sett+8 

10.5.2 Print may use unnumbered/unlettered print lines, boxes, 
etc., to indicate the number of expected answers. When this 
number is not referenced in the text, insert the number of 
expected answers in an embedded transcriber’s note 
following the question. 
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Example 10-11: Embedded Transcriber’s Note with Number of Answers 

 

#a4 ,li/ ! 3t95ts4 @.<#g answ]s@.> 

Numbered or lettered answer lines may be retained, or 
transcribed as an embedded transcriber’s note. Sample: 

Answers a-e. 

Example 10-12: Lettered List Retained 

 

#a4 ,li/ ! ,grt ,lakes4 
⠀⠀a4 .- 
⠀⠀;b4 .- 
⠀⠀;c4 .- 
⠀⠀;d4 .- 
⠀⠀;e4 .- 

10.6 Write-on-Lines within Sentences 
10.6.1 An underscore represents a low line in print that indicates 

omission of a word or a blank to be filled in. Follow print for 
other symbols used to show omissions or blanks to be filled 
in. If print uses empty space to show an omission, substitute 
three dot 5s and insert a transcriber’s note explaining the 
change from print. 
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10.6.2 Punctuation is unspaced from the underscore or other 
symbols. 

Example 10-13: Various Symbols Used to Indicate Missing Words 

 

,vanilla ---- is my favorite dess]t4 

,td is .-4 

,x is """ o'clock4 

,my favorite color is ;$#d4 

10.6.3 Follow print for each write-on-line representing a word 
(underscore, dash, etc.). 

Example 10-14: Multiple Write-on-Line Words 

 

⠀⠀,n[ is ! .- .- .- .- m5 to come to ! 

aid ( _! c.try4 

10.6.4 Follow print for punctuation and location of answer cues. 
10.6.5 Insert a space between the symbol used for answer blanks 

and answer numbers or cues. 

Example 10-15: Follow Print for Answer Cues in Parentheses 

 

,:at is .- "<to g"> on "r n[8 "<go+"> 

10.6.6 Follow print for answer cues that appear on the write-on-
line. 
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Example 10-16: Answer Cue on Write-on-Line 

 

,:at is "<_1to _1g"> on "r n[8 

10.6.7 Insert the symbol for answer blanks before answer cues 
written above or below the write-on-line. 

Example 10-17: Answer Cue Above Write-on-Line 

 

,:at is .- "<to g"> on "r n[8 

Example 10-18: Answer Cue Below Write-on-Line 

 

,:at is .- "<to g"> on "r n[8 

10.6.8 When a word or phrase without enclosure symbols is shown 
above or below a printed line to indicate an insertion is to be 
made, use an underscore or dash followed by the word or 
phrase with enclosure symbols. Insert a transcriber’s note to 
explain this usage. Sample: 

The words below the sentences are placed in parentheses 
after the underscore. 

Example 10-19: Answer Cue Below Write-on-line 

 

⠀⠀⠀⠀⠀⠀@.<,! ^ws 2l ! pr9t s5t;es >e 

⠀⠀⠀⠀plac$ 9 p>5!ses af ! "uscore4@.> 

,! %op .- "<sell"> b1uti;l kites4 
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10.6.9 Numbered or Lettered Answer Cues within Questions 
Follow print when only the answer number placed in symbols 
of enclosure is shown. 

Example 10-20: Numbered Answer Cue in Parentheses 

 

,:at is "<#d"> on "r n[8 

10.6.10 Answer Cues with Question Marks. Follow print when a 
question mark is shown standing alone representing a write-
on-line. When print uses both a question mark and a low line 
or dash, ignore the question mark and use the underscore or 
dash. Insert a transcriber’s note explaining this usage. 
Sample: 

Print shows a question mark over an underscore. In braille, the 
question mark is omitted. 

Example 10-21: Freestanding Question Mark (See UEB, §5.2.1, 
Grade 1 Symbol Indicator) 

 

,:at is ;8 "r n[8 

Example 10-22: Question Mark Above Line 

 

⠀⠀⠀⠀⠀⠀@.<,pr9t %[s a "q m>k ov] an 

⠀⠀⠀⠀"uscore4 ,9 brl1 ! "q m>k is 

⠀⠀⠀⠀omitt$4@.> 

,:at is .- "r n[8 

10.6.11 Words or Sentences with Regular or Superscript 
Numbers or Letters 
a. Follow print for placement and punctuation used with a 

number/letter answer cue within an exercise. 
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Example 10-23: Numbered Answer Cue Before Underscore 

 

,:at is "<#d">.- on "r n[8 

Example 10-24: Numbered Answer Cue After Underscore 

 

,:at is .-"<#d"> on "r n[8 

b. Do not divide answer numbers/letters and the 
corresponding underscore or dash to which they apply 
between braille lines. 

c. Identifiers may appear raised from the baseline in print. 
Ignore this raised position in braille. Note: This does not 
apply to reference indicators. (See Formats, §16.2.2, 
Reference Marks.) 

Example 10-25: Raised Identifiers in Exercise Material 

 

,he 0 born 9 ! ye> #a4.- 9 ! /ate ( 

#b4.-4 ,he grew up 9 #c4.-4 ,2f mov+ to 

,texas1 8 family #d4.- b #e4.-4 

10.6.12 Partial Words with Blank Spaces 
a. Use contractions in a word that has missing letters 

represented by an underscore or hyphens. 
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Example 10-26: Partial Words 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀,select ! correct prefix 9 ea* 

⠀⠀⠀⠀phrase4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

extra hemi ov] "u 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

#a4 .-ca/ sky 

#b4 s\!rn .-sp"h 

b. Follow print when the underscore is part of a compound 
hyphenated word. 

Example 10-27: Compound Hyphenated Write-on-Lines 

 

,driv+ on a .--.- hi<way makes me n]v\s4 

10.7 Displayed Text in Exercise Material 
10.7.1 The adjusted left margin (2 cells to the right of the runover 

position) for displayed text in exercise material is based on 
the material to which it applies. 

For further information on displayed material see Formats, 
§9, Displayed Material, Attributions, and Source Information. 
(See Sample 10-3: Displayed Paragraph on page 10-22 and 
Sample 10-4: Displayed Poem on page 10-23.) 

10.7.2 Word List for Multiple Questions 
a. Treat a word list for multiple questions as a list or multi-

columned list, beginning in cell 1. 
b. Insert a blank line before and after the word list. 
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c. Follow print if the word list is in columns. Do not use 
guide dots. (See Sample 10-5: Word List for Multiple 
Questions on page 10-24.) 

d. Follow print if the word list is in alphabetical order.  
e. Regardless of print location, place the word list before the 

first question. 
f. When answer choices are in a box, insert a blank line 

before and after the box. 
(See Sample 10-6: Word List Moved on page 10-25.) 

10.8 Exercise Examples, Sample Questions with Answers 
10.8.1 Retain emphasis for labels identifying examples, models, 

samples of questions with answers, etc., when the label is 
not followed by punctuation. 

10.8.2 Do not retain emphasis for labels identifying examples, 
models, samples of questions with answers, etc., when the 
label is followed by punctuation. (See Sample 10-9 provided 
in Formats, §10.8.6.) 

10.8.3 A blank line is required before and after exercise examples. 
10.8.4 Format exercise examples in the same manner as the 

following questions/answers. (See Sample 10-7: Exercise 
Example with Bold Labels on page 10-26.) 

10.8.5 When a label is followed by a numbered item on the same 
line, move the numbered item to the next line so all 
numbered items begin in the same cell. Keep the label in cell 
1. (See Sample 10-8: Numbered Sentences Begin in Same 
Cell on page 10-27.) 

10.8.6 When a label is followed by more than one sentence, each 
sentence begins in cell 1. (See Sample 10-9: Sentences 
Begin in Same Cell on page 10-28.) 

10.8.7 Text with Numbers Above or Below the Sentence, 
Word, or Phrase 
a. When a number or letter is printed above or below a 

sentence, place it before the sentence to which it applies. 
b. Follow print for emphasis in the sentence(s). 
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Example 10-28: Number Above Sentence 

 

#a _7,9 ! drama1_' .7,! ,phantom 

,tollboo?1.' _7,milo is bor$_'4 ,he is a 

re/.s boy :o is n"e satisfi$ ) :at he 

has4 

10.9 Matching 
10.9.1 Matching Narrow Columns. Columns of matching items 

are not treated as displayed material. 
a. Insert a blank line between the directions and the 

columns. Begin the first column in cell 1. 
b. Follow print if columns can fit across the width of the line 

without any runovers. 
c. Leave two blank cells between the end of the longest 

item in the first column and the left-hand margin of the 
second column. 

d. Do not use guide dots to fill out the first column. 
e. Follow the guidelines in Formats, §11, Tables and Related 

Columns for column headings and separation lines when 
matching columns have headings. 

(See Sample 10-10: Matching Narrow Columns on page  
10-29.) 

10.9.2 Matching Wide Columns 
a. If the columns are too wide to fit side by side across the 

width of the page, change the columns to list format with 
each list beginning in cell 1. 

b. Treat column headings that precede each list as cell-5 
headings. When there are no print headings, insert a 
heading, enclosed in transcriber’s note indicators, using 
terms suggested in the directions. 

c. Place all columns on the same braille page whenever 
possible. 

d. Do not divide a list between braille pages. 
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e. Use facing pages in interpoint transcriptions when all of 
the lists do not fit on a single page. 

(See Sample 10-11: Wide Columns Changed to Lists on 
page 10-30 and Sample 10-12: Headings Added to Matching 
Lists on page 10-31.) 

10.10 True/False Exercises 
10.10.1 Always include print abbreviations or wording, e.g., T/F, 

True/False, etc. Follow print placement. 

Example 10-29: True/False Abbreviations Before Sentences 

 

;,t ;,f #a4 ,?omas ,je6]son 0 ! #ast 

⠀⠀presid5t ( ! ,unit$ ,/ates4 

;,t ;,f #b4 ,jimmy ,c>t] only s]v$ "o 

⠀⠀t]m z presid5t4 

Example 10-30: True/False after Sentences 

 

#a4 ,?omas ,je6]son 0 ! #ast presid5t ( 

⠀⠀! ,unit$ ,/ates4 ,true ,false 

#b4 ,jimmy ,c>t] only s]v$ "o t]m z 

⠀⠀presid5t4 ,true ,false 

Note: Ordinal endings on numbers often appear raised from 
the baseline in print. Ordinal endings are not considered 
superscript. 

10.11 Formats for Pictures in Exercise Material 
10.11.1 Many texts use pictures in exercises. An embedded 

transcriber’s note (TN) with a brief description is used in 
material that is partially or totally pictures. 
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Example 10-31: Embedded Picture TN in the Sentence 

 

,! @.<butt]fly@.> flew s\? = ! w9t]4 

10.11.2 Picture descriptions are not limited to seven or fewer words. 

Example 10-32: Embedded TNs for Answer Choices 

 

#a4 ,: is a gd habit8 

⠀⠀a4 @.<girl eat+ c&y@.> 

⠀⠀;b4 @.<two boys eat+ ice cr1m f ! 

⠀⠀⠀⠀c>ton@.> 

⠀⠀;c4 @.<girl eat+ a c>rot@.> 

10.11.3 When a separate portion of an exercise is shown as pictures, 
or as pictures with text, insert the transcriber’s note 
indicator in cell 7 before the word “Pictures.” Place the 
closing transcriber’s note indicator after the last entry. Use 
the appropriate format for the exercise. 
Note: Use this option only when appropriate. Care should be 
taken to avoid giving the answers. (See Sample 10-13: 
Transcriber’s Note for Picture Descriptions on page 10-32.) 
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10.12 Samples 
Sample 10-1: All Answer Choices Begin in the Same Cell, 

page 10-20 
Sample 10-2: Answer Choices without Discernible Order, 

page 10-21 
Sample 10-3: Displayed Paragraph, page 10-22 
Sample 10-4: Displayed Poem, page 10-23 
Sample 10-5: Word List for Multiple Questions, page 10-24 
Sample 10-6: Word List Moved, page 10-25 
Sample 10-7: Exercise Example with Bold Labels, page  

10-26 
Sample 10-8: Numbered Sentences Begin in Same Cell, 

page 10-27 
Sample 10-9: Sentences Begin in Same Cell, page 10-28 
Sample 10-10: Matching Narrow Columns, page 10-29 
Sample 10-11: Wide Columns Changed to Lists, page 10-30 
Sample 10-12: Headings Added to Matching Lists, page  

10-31 
Sample 10-13: Transcriber’s Note for Picture Descriptions, 

page 10-32 
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Sample 10-1: All Answer Choices Begin in the Same Cell 

 

1 ⠀⠀⠀⠀,apply+ ! ,skill 

2 ⠀⠀⠀⠀,id5tify : /ate;t 9 ea* set is a 

3 ⠀⠀⠀⠀g5]aliza;n by m>k+ an ;,x 9 ! space 

4 ⠀⠀⠀⠀provid$4 

5 #a4 

6 ⠀⠀a4 ,! sky is gett+ d>k4 

7 ⠀⠀;b4 ,a /orm is com+4 

8 ⠀⠀;c4 ,! temp]ature is dropp+4 

9 #b4 

10 ⠀⠀a4 ,"! >e newspap]s 9 ! y>d4 

11 ⠀⠀;b4 ,! h\se is d>k4 

12 ⠀⠀;c4 ,! resid5ts >e on vaca;n4 

(Return to Text) 
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Sample 10-2: Answer Choices without Discernible Order 

4 #a4 ,:at is ! "n ( ! p]iod t foll[$ 

5 ⠀⠀⠀⠀ext5sive glacia;n 9 ! ,precambrian8 

6 ⠀⠀,cambrian 

7 ⠀⠀,$iac>an 

8 ⠀⠀,precambrian 

9 ⠀⠀,neog5e 

10 #b4 ,ne>ly all fossils o3ur 9 :at k9d ( 

11 ⠀⠀⠀⠀rocks8 

12 ⠀⠀ba?oli?ic 

13 ⠀⠀igne\s 

14 ⠀⠀metamorphic 

15 ⠀⠀s$i;t>y 

(Return to Text) 
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Sample 10-3: Displayed Paragraph 

 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,a4 ,*oose ! answ] t %[s ! be/ way to 

8 ⠀⠀⠀⠀⠀⠀write ! italiciz$ "p4 ,write t lr4 

9 ⠀⠀⠀⠀⠀⠀,if a "p ne$s no *ange1 write ! lr 

10 ⠀⠀⠀⠀⠀⠀= 8,correct z is40 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀⠀⠀⠀⠀.7,tam>a did a gd job />r+ 9 ! 

13 ⠀⠀⠀⠀⠀⠀⠀⠀s*ool play4.' ,%e 0 ! l1d 

14 ⠀⠀⠀⠀⠀⠀⠀⠀actress4 ,%e _h to "w h>d to 

15 ⠀⠀⠀⠀⠀⠀⠀⠀ma/] ! "p4 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀#a 

18 ⠀⠀⠀⠀a4 ,tam>a did a gd job4 ,/>r+ 9 ! 

19 ⠀⠀⠀⠀⠀⠀s*ool play4 

20 ⠀⠀⠀⠀;b4 ,tam>a did a gd job />r+4 ,9 ! 

21 ⠀⠀⠀⠀⠀⠀s*ool play4 

22 ⠀⠀⠀⠀;c4 ,tam>a did a gd job4 ,%e 0 />r+ 

23 ⠀⠀⠀⠀⠀⠀9 ! s*ool play4 

24 ⠀⠀⠀⠀;d4 ,correct z is4 

(Return to Text) 
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Sample 10-4: Displayed Poem 

 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 #da4 ,r1d ! /anza f ! poem4 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀,& "! w ,i keep y ="e1 

8 ⠀⠀⠀⠀⠀⠀⠀⠀,yes1 ="e & a "d1 

9 ⠀⠀⠀⠀⠀⠀,till ! walls % crumble to ru91 

10 ⠀⠀⠀⠀⠀⠀⠀⠀,& m\ld] 9 du/ away6 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀,:at does ! sp1k] want to %[ ab 8 

13 ⠀⠀⠀⠀feel+s = ! *n8 

14 ⠀⠀,a4 ,he wants ! *n to l1ve hm al"o4 

15 ⠀⠀;,b4 ,he 5joys play+ make-2lieve games 

16 ⠀⠀⠀⠀) !m4 

17 ⠀⠀;,c4 ,he w *]i% !m et]nally4 

18 ⠀⠀;,d4 ,he wants !m to /ay "y alw4 

(Return to Text)
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Sample 10-5: Word List for Multiple Questions 

8 ⠀⠀⠀⠀,use ! ^ws 2l to fill 9 ! blanks4 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,nixon⠀⠀⠀,je6]son⠀⠀,wa%+ton 

11 ,cl9ton⠀⠀,c>t]⠀⠀⠀⠀⠀,l9coln 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 #a4 ,?omas .- 

14 #b4 ,george .- 

15 #c4 ,jimmy .- 

16 #d4 ,bill .- 

(Return to Text) 
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Sample 10-6: Word List Moved 

7 ⠀⠀⠀⠀,write ! ^w t completes ea* s5t;e4 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 7777777777777777777777777777777777777777 

10 self-e/eem tal5t /ress 

11 gggggggggggggggggggggggggggggggggggggggg 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 #a4 ,"s?+ t y d well is call$ a .-4 

14 #b4 ,feel+ gd ab yrf m1ns y h .-4 

15 #c4 ,! way yr body reacts to "s?+ new or 

16 ⠀⠀di6icult is call$ .-4 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 10-7: Exercise Example with Bold Labels 

8 ⠀⠀⠀⠀,write a pron\n t c 2 sub/itut$ = ! 

9 ⠀⠀⠀⠀italiciz$ ^w or gr\p ( ^ws4 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ^1,example .1,fr.e 0 an important c5t] = 

12 ⠀⠀pa9t]s 

13 ^1,answ] ,x 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 #a4 .1,wom5 7 n a3ept$ z >ti/s until q 

16 ⠀⠀rec5tly4 

17 #b4 ,p ignor$ .1,m>y .1,cassatt = ye>s1 

18 ⠀⠀& h] "w is fam\s4 

(Return to Text) 
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Sample 10-8: Numbered Sentences Begin in Same Cell 

10 ⠀⠀⠀⠀,m>k ! capitaliza;n ]rors 9 ! foll[+ 

11 ⠀⠀⠀⠀s5t;es4 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ,,example3 

14 #a4 ,! presid5t lives 9 ! _2:ite _2h\se4 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 #a4 ! /atue ( lib]ty 

(Return to Text) 
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Sample 10-9: Sentences Begin in Same Cell 

6 ⠀⠀⠀⠀,rewrite ! s5t;es1 9s]t+ commas ": 

7 ⠀⠀⠀⠀ne$$4 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ,example3 

10 ,ms4 ,ross >e ! s1sons at ! ,s\? ,pole l 

11 ⠀⠀\rs8 

12 .7,ms4 ,ross1 >e ! s1sons at ! ,s\? 

13 ⠀⠀,pole l \rs8.' 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 #g4 ,no ! s1sons 9 ,ant>ctica >e ! 

16 ⠀⠀rev]se ( \rs4 

17 #h4 ,! 3t95t z a matt] ( fact is l an 

18 ⠀⠀5orm\s freez]4 

(Return to Text) 
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Sample 10-10: Matching Narrow Columns 

1 ⠀⠀⠀⠀,mat* ! /ate & xs capital4 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,/ate     ,capital 

4 "3333333  "33333333333 

5 ,ohio     ,des ,mo9es 

6 ,k5tucky  ,columbus 

7 ,florida  ,frank=t 

8 ,texas    ,tallahassee 

9 ,i[a      ,au/9 

(Return to Text) 
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Sample 10-11: Wide Columns Changed to Lists 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

2 ⠀⠀⠀⠀,see if y "k :at ea* ^w 2l m1ns4 

3 ⠀⠀⠀⠀,mat* ea* ^w 9 column #a ) xs m1n+ 9 

4 ⠀⠀⠀⠀column #b4 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀#a 

7 #a4 skimm$ 

8 #b4 m9]al 

9 #c4 fuel 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀#b 

12 a4 any natural sub/.e1 s* z coal1 t is n 

13 ⠀⠀a plant or animal 

14 ;b4 remov$ float+ matt] f ! surface ( 

15 ⠀⠀liquid 

16 ;c4 "s?+ t produces 5]gy 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 10-12: Headings Added to Matching Lists 

5 ⠀⠀⠀⠀,:o did :at8 ,2f ea* "n 2l1 write ! 

6 ⠀⠀⠀⠀lr ( ! /ate;t y associate ) t p]son4 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀@.<,"n@.> 

9 #a4 ,pr9ce ,h5ry 

10 #b4 ,columbus 

11 #c4 ,vasco de ,gama 

12 #d4 ,b>?olomew ,diaz 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀@.<,/ate;t@.> 

15 a4 0 ! f/ man to sail to ! tip ( ,africa 

16 ⠀⠀f ,europe 

17 ;b4 0 ! f/ man to f9d a sea r\te to 

18 ⠀⠀,9dia 

19 ;c4 0 an ,italian :o made grt 4cov]ies = 

20 ⠀⠀,spa9 

21 ;d4 set up a s*ool = ! /udy ( naviga;n & 

22 ⠀⠀geography 

(Return to Text) 
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Sample 10-13: Transcriber’s Note for Picture Descriptions 

5 ⠀⠀⠀⠀,f9d ! picture t be/ mat*es ea* food 

6 ⠀⠀⠀⠀gr\p4 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀@.<,food ,gr\ps@.> 

9 #a4 ,fat1 ,oils1 & ,sweets ,gr\p 

10 #b4 ,milk1 ,yogurt & ,*eese ,gr\p 

11 #c4 ,vegetable ,gr\p 

12 #d4 ,m1t1 ,p\ltry1 ,fi%1 ,dry ,b1ns1 

13 ⠀⠀,e7s & ,nuts ,gr\p 

14 #e4 ,fruit ,gr\p 

15 #f4 ,br1d1 ,c]1l1 ,rice1 & ,pa/a ,gr\p 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀⠀⠀⠀⠀@.<,pictures3 

18 ,a4 br1d 

19 ;,b4 *eese 

20 ;,c4 butt] 

21 ;,d4 hot dog 9 bun 

22 ;,e4 apple 

23 ;,f4 c>rots@.> 

(Return to Text) 
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Section 11   
Tables and Related Columns 
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11.2 Table Basics .................................................................................. 11-2 
11.3 Table Headings.............................................................................. 11-6 
11.4 Column Headings .......................................................................... 11-7 
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11.8 Keying Long Entries ..................................................................... 11-14 
11.9 Skeleton and Partially Filled-In Tables ............................................ 11-17 
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11.1 Fundamentals 
11.1.1 A table is an orderly arrangement of data, especially one in 

which the data are arranged in columns and rows in an 
essentially rectangular form. 
Tables are transcribed as they are in print if possible and 
alternate methods are used when that is not possible. Clarity 
for the reader, intended use, and the information contained 
in a table are all considered when selecting an alternative 
table format. 

11.1.2 Spreadsheets. Data-only spreadsheets are considered 
tables and transcribed according to this section. 

11.1.3 A Braille Reader’s Perspective. It is easy to find a 
particular column in a print table. In braille, this ease of 
reading works only if each entry will fit on one line. When 
columns have runovers, this ease of use is compromised. If 
too many rows and columns have runovers, the reader 
cannot even determine by touch that the layout is tabular. 
Although guide dots help the reader move from row heading 
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to column entry, sometimes a comparison between column 
entries is desirable, such as in price comparisons of listed 
items. This is difficult to do if large amounts of blank space 
appear between rows. 

11.2 Table Basics 
11.2.1 The distinction between tables and related columns is 

explained below. However, to enhance readability, tables 
and related columns are referred to as tables and treated 
identically in braille. 

11.2.2 Parts of a Table. For our purposes, the parts of a table are: 
Column Headings: Headings across the top of the table 
Separation Line: Line between a column heading and 

column entry 
Row Headings: Headings listed vertically on the left and/or 

right side of the table 
Column Entries: Intersections of a row and a column 
Guide Dots: A series of dot 5s leading the reader from one 

column to the next or indicating an empty column entry. 

Example 11-1: Parts of a Table (Print Only) 

 

11.2.3 Tables have a relationship between columns and rows. 
Entries are compared with entries in other columns and rows 
to analyze data. Not all print identified as tables fit these 
criteria. 
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Example 11-2: Simple Table 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

,animal   ,l;ge/ ,life ,span 

"3333333  "33333333333333333 

mosquito  #cj "ds 

gorilla   #ej ye>s 

elephant  #fe ye>s 

gggggggggggggggggggggggggggggggggggggggg 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11.2.4 Related columns show a relationship between entries across 
a row of columns but no relationship between entries in one 
row with entries in another row. 
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Example 11-3: Related Columns 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

,9f9itive  ,pa/    ,pa/ ,"piciple 

"33333333  "33333  "3333333333333 

awake """  awoke   awok5 

2 """""""  was1 7  be5 

be> """""  bore    born 

b1t """""  b1t ""  b1t 

2come """  2came   2come 

2g9 """""  2gan    2gun 

b5d """""  b5t ""  b5t 

gggggggggggggggggggggggggggggggggggggggg 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11.2.5 General Format  
a. Begin the first column of a table in cell 1. Tables are not 

treated as displayed material. 
b. Each column is separated from a following column by two 

blank cells. 
c. The width of a column is determined by the widest entry 

in the column on that braille page, which may be the 
column heading or a column entry. Column widths do not 
need to match the column widths on the previous or 
following page of long tables. 

d. Leave a blank line before and after tables that are not 
enclosed in boxes. 

e. When a table is enclosed in a box, follow the guidelines 
for box lines in Formats, §7, Boxed Material. Box lines 
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may be omitted when a table will fit on a single page 
without them. 

f. Insert print notes pertaining to a table after the table 
title/label, but before the body of the table and any 
transcriber’s notes. (See Formats, §16.8, Notes in Tables 
and Columned Material.) 

g. Place source citations on the next line after completion of 
the table blocked four cells to the right of the material it 
follows. Follow print for placement above or below the 
bottom box line. A blank line should follow a source 
citation when it appears immediately after the bottom 
box line. 

11.2.6 Placement of Tables 
a. As a general rule, tables are placed after the 

paragraph(s) of reference. 
b. Place the table where it most logically fits when no 

mention of it is made on the page. Put the table after the 
last complete paragraph on the print page when an 
obvious location cannot be identified. 

c. Place tables on a single braille page whenever possible. 
d. If necessary, a table may be divided between pages at 

the most appropriate place, taking into consideration 
clarity for the reader. Insert the page break at the 
beginning of a new row if possible. 

e. A table may have a row on the last line of the braille page 
if the information in the row does not intrude into the 
three blank cells before the braille page number. The full 
width of the last line of the braille page can be used when 
the braille page number is omitted on even pages 
(interpoint). 

11.2.7 Moving Tables. In some situations it may be preferable to 
move a table from its print location to a different location in 
braille. For example, when a table is printed on a page other 
than the page discussing the table, it may better serve the 
reader to move it. 
a. Insert a transcriber’s note at the original site, letting the 

reader know the table has been moved and where it is 



 11-6 Section 11 
Tables and Related Columns 

located. Include the continuation letter with the print 
page number. Sample: 

Table moved to page a61. 
b. Insert a transcriber’s note before the table letting the 

reader know where the table was originally located. 
Sample: 

Table moved from page 60. 
11.2.8 Table Captions 

a. Regardless of its print location, place a table caption 
(usually a brief explanation) before the table. 

b. Use 7-5 margins. If the table has no title or heading, 
insert an identifier (e.g., figure, chart, table, etc.) 
enclosed in transcriber’s note indicators. The caption 
follows the identifier on the same line. 

(See Sample 11-1: Table Caption on page 11-25.) 

11.3 Table Headings 
11.3.1 Not all tables have headings. If the table has a heading, use 

the following format: 
a. Center table headings. 
b. Follow print for the placement of table headings, which 

may be before or after a top box line. 
c. Do not leave a blank line between a table heading and a 

following box line. 
d. Do not leave a blank line between a box line and a 

following table heading. 
11.3.2 Sequentially Numbered Tables 

a. Center sequentially numbered table headings. 
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Example 11-4: Sequentially Numbered Table Heading 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #i4e 
⠀⠀⠀⠀⠀⠀⠀⠀⠀,smok+ ,am;g ,am]icans 
⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀by ,age & ,sex 

b. When a sequentially numbered table is longer than one 
braille page, repeat and center the table number on line 
25 of each succeeding braille page, followed by “(cont.)”. 
When a table occupies only one page, do not put the 
table number on line 25. 

Example 11-5: Continued Sequentially Numbered Table 

24 444 
25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #i4e "<3t4">        #de 

c. With the exception of an end-of-volume statement, no 
other text should be placed between the completion of a 
table and the notation on the last line. 

d. If a sequentially numbered table has been omitted from 
the braille version, explain the omission in a transcriber’s 
note placed at the appropriate location. 

11.4 Column Headings 
11.4.1 Column headings immediately precede their respective 

columns, and are limited to two lines. 
a. Start the first column heading in cell 1. 
b. Do not use guide dots between column headings. 
c. Column headings and their runovers are left-justified 

above their respective columns. 
d. All column headings end on the same line. 

11.4.2 Column Separation Lines 
a. A column separation line is a horizontal line that is used 

to separate column headings from the column entries. 
b. The separation line "3333 (5, followed by a series of 25) 

extends across the full width of the column. 
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c. Columns without a heading do not have a separation line. 

Example 11-6: Column Headings with Runovers 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,habitat  ,pot5tial 

,species       ,unit     ,popula;n 

"333333333333  "3333333  "333333333 

,grizzly ,be>  ,v>iable  ,undet]m9$ 

11.4.3 Complex Tables with Column and Sub-column 
Headings. The primary column heading is left-justified over 
the secondary sub-column heading. 
a. Insert a separation line after the primary heading. The 

line starts at the left margin of the primary and 
secondary sub-column headings and ends at the right 
margin of the last sub-column. The separation line is the 
width of the primary heading when it is wider than all of 
the sub-column headings. 

b. Sub-column headings begin on the next line, left-justified 
above their respective columns. Limit the sub-column 
headings to two lines. 

c. Each sub-column heading is followed by a separation line, 
running the width of the column. 

(See Sample 11-2: Complex Table on page 11-26.) 

11.4.4 Repeated Column Headings. When tables are longer than 
a single page: 
a. Repeat the column headings (with accompanying 

separation lines) at the top of each succeeding page. 
b. Insert a blank line between a running head and the 

repeated headings. 
c. Omit the blank line following the running head if 

additional runover pages can be avoided by the use of 
line 2. 
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11.5 Row Headings 
11.5.1 The first column consists of the row headings, which may or 

may not have a column heading. 
a. Use 1-3 margins for row headings. 
b. When there are row subheadings, use 1-5 margins for 

the primary row headings and 3-5 margins for the 
secondary row headings. 

c. Limit a row heading to two lines. 
d. Use guide dots following row headings as needed. 
e. Row headings repeated in the last column are omitted. 

Example 11-7: Repeated Row Headings Omitted (Print Only) 

 

(See Sample 11-3: Row Subheadings on page 11-27.) 

11.5.2 Long Row Headings 
a. All column entries begin on the same line on which the 

row heading ends. 
b. Guide dots are used, if necessary, after row heading 

runovers. 
(See Sample 11-4: Column, Row, and Column Entry 
Runovers on page 11-28.) 

11.5.3 Implied Row Headings. Implied row headings are not in 
print but are understood. 
a. When a row heading is not repeated but refers to more 

than one column entry, leave the area(s) where the 
inferred row heading(s) belong blank. 

b. All column entries sharing the same row heading are 
considered to be the complete row entry. 
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c. Do not split a complete row heading between pages 
unless absolutely necessary. 

d. When the complete row heading must be split between 
pages, repeat the row heading on the subsequent page. 

(See Sample 11-5: Implied Row Headings on page 11-29.) 

11.5.4 Blank Lines. Follow print when blank lines are used to show 
row groupings, or to set off rows of column totals. (See 
Sample 11-6: Table with Blank Rows on page 11-30.) 

11.5.5 Diagonal Table Lines. Braille symbols are not used to 
reproduce diagonally printed lines. Treat the text separated 
by diagonal lines as column and row headings. 
a. When a diagonal line indicates inclusive row and column 

headings, the text to the left and below the diagonal line 
is treated as a column heading to the row headings. 

b. Text to the right and above the diagonal line is treated as 
an inclusive heading to two or more of the following 
columns. 

(See Sample 11-7: Table with a Diagonal Line on page  
11-32.) 

11.6 Column Entries 
11.6.1 Column entries are limited to two lines. Entries that cannot 

be limited to two lines require another specialized table 
format. 
a. Indent column entry runovers two cells to the right of the 

left-hand margin of the column. All columns do not have 
to end on the same line. 

b. Begin all column entries on the line on which the row 
heading ends. 

c. Left-adjust items within the columns of a table (not 
including numbers) even though the print text shows 
column entries centered or right-adjusted. 

d. Transcribe numerals aligned by place value in print as 
shown, i.e., placed to align digits, decimals, or commas. 

e. Do not divide numbers between lines unless absolutely 
necessary. 
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f. Two or more guide dots lead the reader from one column 
to the next, and are inserted to fill out the width of a 
column with shorter entries or to designate blank spaces 
within the table. Leave one space between the end of the 
entry and the beginning of guide dots. 

g. Do not insert guide dots after a column runover (other 
than the first column), as the runover is not leading to 
the beginning of the next column. 

See Formats, §11.12, Wide Tables, for more information on 
specialized table formats. 

11.6.2 Horizontal Lines. Omit horizontal lines within a table 
unless they are referred to in print or used to separate a 
total from a preceding list of numbers. 
a. Follow print for placement of retained horizontal lines 

shown across a column. Use the horizontal line symbol 
across the width of the column. (See UEB, §16.2, 
Horizontal Line Mode.) 

b. When horizontal lines separate column items from totals, 
the horizontal line symbol should extend across the width 
of the column total. (See Sample 11-8: Column Totals on 
page 11-33.) 

11.6.3 Ignore vertical lines within tables. 
11.6.4 Omissions and Blanks. Follow print when an omission is 

indicated by a dash, ellipsis, or other print symbol. Begin 
this mark in the first cell of the column. 

 Use guide dots across the width of a column to indicate a 
blank space or a blank to be filled in. Explain the series of 
guide dots in a transcriber’s note. Sample: 

A series of guide dots across the width of a column indicates 
a blank space. 

(See Sample 11-9: Table with Dashes on page 11-34, 
Sample 11-10: Blank Cells Indicating Answers to Be Inserted 
on page 11-35, and Sample 11-11: Blank Column Entries on 
page 11-36.) 
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11.6.5 Segmented Numbers 
Note: Transcribe segmented numbers in technical works 
and foreign language texts in accordance with the applicable 
code or supplement. 
Insert the numeric space indicator (dot 5) to represent the 
spaces in segmented numbers. (See UEB, §6.6, The Numeric 
Space.) 

Example 11-8: Segmented Numbers in a Table 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7777777777777777777777777777777777777777 

⠀⠀⠀⠀⠀⠀@.<,model numb]s >e spac$ 9 pr9t4 

⠀⠀⠀⠀,a dot #e replaces ! space4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,/ove """"  ,model #cd"dcb"efg 

,microwave  ,model #hg"ijh"eca 

gggggggggggggggggggggggggggggggggggggggg 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11.6.6 Dittos. The ditto mark (dots 5, 2) is left-adjusted in the 
appropriate column. (See UEB, §3.12, Ditto mark.) 
a. The ditto mark cannot appear at the top of a braille page 

when a table is continued on one or more pages. In this 
case repeat the item or term represented by the ditto. 

b. List the ditto mark on the Special Symbols page, or in a 
transcriber’s note before the text. 

(See Sample 11-12: Table with Dittos on page 11-37.) 

11.7 Techniques for Shortening Column Width 
11.7.1 Headings/entries may be condensed, abbreviated, or keyed 

to fit the available space in the column. 
a. Condensed entries and abbreviations are preferred to 

keyed headings/entries. Place a transcriber’s note before 
the table to identify entries not easily identifiable from 
the context of the surrounding text. 
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b. Use known acronyms and state/province/country 
abbreviations, etc. 

c. Uppercase letters may be converted to lowercase. 
d. Font attributes may be ignored. 
e. Punctuation may be omitted. 
f. A transcriber’s note is not required when converting 

uppercase to lowercase, omitting font attributes, or 
omitting punctuation. (See Sample 11-13: Punctuation 
Omitted on page 11-38.) 

g. To conserve space, symbols for non-varying print signs 
or abbreviations shown with all the entries in a column of 
numbers (e.g., %, $, km, B.T.U., etc.) may be included 
in column headings and omitted within the body of the 
table. Explain this usage in a transcriber’s note. 

h. To conserve space, units of measure shown within the 
body of the table may be abbreviated as necessary. Place 
a transcriber’s note before the table to identify 
abbreviations that are not easily identifiable from the 
context of the surrounding text. Sample: 

The abbreviation na represents nanoseconds in the table 
below. 

i. When the table uses only one type of symbol or 
abbreviation, omit it from all entries in the table. Explain 
the omission in a transcriber’s note placed before the 
table. Sample: 

All numbers in the table are percentages. 
(See Sample 11-14: Transcriber’s Note Regarding Omitting a 
Print Symbol on page 11-39.) 

j. Tables consisting solely of numbers in the row headings 
and column entries may use the numeric passage 
indicator to save space. (See UEB, §6.9, Numeric 
Passage Indicator and Numeric Terminator.) This is done 
only when it results in the table appearing on one page. 
Place a transcriber’s note before the table to inform the 
reader of this format. 
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Example 11-9: Numeric Passage Indicator 

 

⠀⠀⠀⠀⠀⠀⠀⠀,,,sample numb] table,' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀@.<,symbols us$ 2l3 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

.=## ,num]ic passage 9dicator 

.=#' ,num]ic t]m9ator@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀,mon   ,tue   ,w$    ,?ur   ,fri 

⠀⠀⠀⠀⠀"3333  "3333  "3333  "3333  "33333 

##a  hgaga  dcjfb  cigac  ajjbd  cbgb 

b    bhijc  ejhef  cjedi  hiahg  afgd 

c    hfbdd  gaaea  eejcf  acjdd  ccaf#' 

k. One blank cell may be used between columns of numbers 
when the column headings are no wider than the longest 
entry in the column. This should be done only when it 
would result in the table appearing on one page. (See 
Sample 11-15: One Cell between Columns on page  
11-40.) 

l. The numeric passage indicator can be used in conjunction 
with one blank cell between columns of numbers if this 
results in the table appearing on one page. The numeric 
passage indicator/terminator may be placed above/below 
the table entries in order to maintain alignment of 
columns. These symbols are required on the Special 
Symbols page. 

11.8 Keying Long Entries 
11.8.1 Column headings, row headings, and column entries must 

not exceed two lines. Longer headings and column entries 
may be condensed or shortened, abbreviated, or keyed to fit 
this guideline. The keying technique below is applicable 
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whenever it is necessary to condense long headings/entries 
into a few cells. 
a. Devise a key for an item that reflects the meaning of the 

heading or entry. 
b. Use letters, numbers, or a combination of letters and 

numbers, consisting of two or three cells. 
c. Key items may not correspond to shortform words or 

contractions. 
d. One of the letters in the key item must have a dot 3 or 6, 

except for standard International Organization for 
Standardization (ISO) abbreviations for states (CA, IA, 
etc.), provinces (AB, BC), and countries (CC, FJ, etc.). 

11.8.2 Keys and Transcriber’s Notes. Keys work best when they 
are related to the terms used in the text to help the reader 
remember what they are. Typically a letter key will be more 
memorable for the reader. 
a. The transcriber’s note has multiple elements. Use 7-5 

margins for the note and 1-3 margins for the key list. 
Cell-5 headings may also be part of the transcriber’s 
note. Sample: 

Key to column and row headings: (7-5)  
Column headings (5)  

at Additions to Loans (1-3)  
ms Money Supply (1-3)  
re Reserves (1-3)  
  

Row headings (5)  
sl Sum of Additional Transactions (1-3)  
tl Total (1-3) 

b. For our purposes the key list is the group of key items, 
which includes the short identifier and the complete 
explanation. 

c. Insert a transcriber’s note containing the key list below 
the table title or top box line. When neither of these 
appears in the text, place the transcriber’s note before 
the body of the table. When both of these are present, 
place the transcriber's note after the title if the title is 
inside the box or after the top box line if the title is 
outside the box. 
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Key List 
d. Leave a blank line before a transcriber’s note and key list 

that follows a table title. 
e. Do not leave a blank line before a transcriber’s note and 

key list following a top box line. 
f. Place the key list on a single page whenever possible. 
g. Place the key list on the same braille page, or facing 

page, as the table whenever possible. 
h. Leave a blank line before and after the key list. 
i. The key list is always the last element of a transcriber’s 

note when additional information is included. Sample: 
The table is divided vertically into 2 sections. (7-5) 
Key to column headings: (7-5)  

nf Number of FI employees 2001/2002 (1-3)  
nh Number of HE employees 1999/2000 (1-3)  
pw Proportion of HE workforce (%) (1-3) 

Key Items 
j. List key items in 1-3. 
k. Follow each key item with a space and its identification. 
l. Place the closing transcriber’s note indicator after the last 

item in the key list. 
m. Use cell-5 headings to group key items by column and 

row headings. List keyed column headings first, preceded 
by “Column headings” as a cell-5 heading. Next, list the 
keyed row headings preceded by “Row headings” as a 
cell-5 heading. 

Group items in the key list in the following order: 
n. List items in alphabetical order. 
o. List letter keys in alphabetical order by a key word, not 

the original text for which the key word stands. 
p. List number keys in numerical order. Numbers beginning 

with 0 may appear at the beginning or the end of the 
numerical list, depending on context. 

(See Sample 11-16: Keyed Column and Row Headings on 
page 11-41.) 
Note: At the discretion of the transcriber, order of 
occurrence may be used in certain situations.  
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11.9 Skeleton and Partially Filled-In Tables 
11.9.1 Skeleton tables show only column and/or row headings. 

Each table needs to be evaluated to determine how many 
rows are necessary to convey the information or complete a 
task. 
a. Use normal table format. 
b. Indicate empty column entries with guide dots; follow 

print if a print symbol is used, i.e., a hyphen or a dash. 
c. When more than one blank row is provided in print for 

possible answers: 
(1) At least two rows must be included in the skeleton 

table. 
(2) State in a transcriber’s note the number of rows 

shown in print. Sample: 
Print table has five blank rows provided for answers. 

(See Sample 11-17: Skeleton Table with Column Headings 
on page 11-42.) 
d. When the print format of the skeleton table does not 

indicate how many rows are to be included, add a 
transcriber’s note. Samples: 

This table does not have a specified number of rows. 
or 

This table is a guide for a full page table with only blank 
cells. 

e. When the print format of the skeleton table shows a 
required number of answers, use the same number of 
rows as shown in print. 

11.9.2 Partially Filled-In Tables. Use the same number of 
columns and/or rows as print when the table shows that 
only some of the columns and/or rows are filled in. (See 
Sample 11-18: Partially Filled-in Table on page 11-43.) 
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11.10 Omitted Portion of Print Table 
11.10.1 Insert an ellipsis at the appropriate location to indicate an 

omitted section of a table. Explain the use of the ellipsis in a 
transcriber’s note. Sample: 

Part of the table is omitted in print. This omitted section is 
indicated with an ellipsis. 

(See Sample 11-19: Partially Omitted Table on page 11-44.) 

11.11 Graphics with Identified Values 
11.11.1 Tactile graphics are preferred, but a requester may ask that 

certain graphics be converted to a table. For example, a bar 
graph may show the value of each bar, lending itself to a 
table format. Explain the original format in a transcriber’s 
note. Sample: 

The bar graph is presented as a table. 
(See Sample 11-20: Bar Graph Information Converted to a 
Table on page 11-44.) 

11.12 Wide Tables 
11.12.1 It is necessary to use an alternate format when table 

columns are too large to fit within the width of the braille 
page. When the techniques for shortening column width do 
not create enough additional space, another table format is 
used. 

11.12.2 When choosing an alternate table format, keep in mind that 
readability is more important than space. Select a format 
that best supports the table content along with student 
activities. 

11.13 Wide Tables: Facing Pages 
11.13.1 Wide tables may be placed on facing pages in single-sided 

and interpoint production. Care must be taken to ensure 
that the first page is on the left-hand page. 
a. Use the full width of the two pages, usually 80 cells. 
b. Depending on the flow of the text, the front side of the 

left facing page may be blank. 
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c. Place a transcriber’s note informing the reader of this 
format before the table. The transcriber’s note can be on 
the page before the table. Sample: 

The following table is read across facing pages. 
d. To avoid confusion, the only text on the facing pages is 

the table and related table content, e.g., a key, the table 
heading, source information, etc. The table takes 
precedence on the facing pages, and any related content 
that does not fit must be on the previous page. 

e. Because of the nature of this format, place all 
transcriber’s notes and table headings above the top box 
line. The top box line serves as a locator on the right 
facing page and must be followed by column headings on 
the next line. 

f. If no table heading exists and a box is used, the opening 
box line must be on line 2 (line 3 if a running head is 
used) in order to avoid the print page number on line 1. 

g. Center the table title on the left-hand page only. Do not 
repeat the title on the right facing page. 

h. Place source information on the line following the table 
on the left-hand page only. If the entire source will not fit 
on the page with the table, place the source on the line 
following the table heading. Block the source 4 cells to 
the right of the beginning of the last line of the heading. 
(See Formats, §9.5.2, Headings.) 

i. Do not repeat row headings on the right-hand page. 
j. Extend the separation line under the last column heading 

on the left-hand page to the right margin of that page. 
k. Extend the guide dots in the last column entry on the 

left-hand page to the right margin of that page. 
l. A column may end in the last cell on the left-hand page. 
m. The first column on the right-hand page always begins in 

cell 1. 
(See Sample 11-21: Wide Table on Facing Pages on page 
11-46.) 
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11.14 Wide Tables: Vertical Division 
11.14.1 A wide table may be divided into vertical sections. When a 

divided table takes more than a single page, the preferred 
format is to place the table on facing pages. 
a. Divided tables should be on one braille page if possible. 
b. Repeat the row headings for each section of the table. 
c. Use a transcriber’s note to inform the reader of the 

vertically divided table. Sample: 
Table is divided vertically into 2 sections. 

(See Sample 11-22: Table Divided Vertically on page  
11-48.) 

11.15 Wide Tables: Interchanged Columns and Rows 
11.15.1 Sometimes it is possible to fit a wide table across the page 

by interchanging the table columns and rows. This is done 
only if it preserves the clarity of the table. Insert a 
transcriber’s note before the table. Sample: 

Columns and rows are interchanged. 
(See Sample 11-23: Interchanged Columns and Rows on 
page 11-49.) 

11.16 Wide Tables: Listed Table Format 
11.16.1 The listed table format repeats the column heading for each 

entry. This is useful for tables with numerous columns, 
columns of numbers, repetitive entries, or nonintuitive 
entries. It takes a good deal of space, but it aids the reader 
by identifying column headings with each entry. 
a. Leave a blank line before and after the table. 
b. Long column headings may be condensed or abbreviated 

but not keyed. List shortened or abbreviated headings 
not easily recognized in a transcriber’s note before the 
table. 

c. Fully capitalized headings can be changed to initially 
capitalized or lowercase as needed. The reader does not 
need to be informed of this change. 

d. Each column heading is followed by a colon. 
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e. Format the first column heading, followed by a colon and 
the corresponding row heading, as a cell-5 heading. 

f. Use 1-3 margins for column headings that have only 
single entries. 

g. For column headings with multiple entries, use 1-5 
margins for the heading and 3-5 margins for each entry. 

h. Three unspaced guide dots represent a blank entry in 
print. Explain this usage in a transcriber’s note. Sample: 

A series of three guide dots indicates a blank entry. 
i. Continue this format until the first row is completed. 
j. Place all columns in the row on the same braille page 

whenever possible. 
k. Leave a blank line before each row. 
l. Insert a transcriber’s note explaining the change to print 

format. Sample: 
Print format is changed. Row headings are blocked in cell 5; 

column headings begin in cell 1. All headings are repeated for 
clarity. A colon separates headings from table entries. 

(See Sample 11-24: Listed Table Format on page 11-50.) 

11.17 Wide Tables: Linear Table Format 
11.17.1 When other options are not effective in dealing with wide 

tables, a linear format may be used. Multiple columns of 
numbers or repetitive types of entries (e.g., proper names) 
are not appropriate for linear format. This format is not an 
option when there are colons or semicolons in the table. 
a. Leave a blank line after the title. 
b. Insert a transcriber’s note explaining the change to print. 

Leave a blank line between the body of the note and 
column order. 

c. Insert a colon after the first column heading and a 
semicolon after each internal column. 

d. List the order of column headings, followed by the 
appropriate punctuation marks, using 1-3 margins. 
Sample: 
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Columns follow one another in this order: (7-5)  
Column 1 Heading: Column 2 Heading; Column 3  
  Heading; Column 4 Heading (1-3) 

e. Leave a blank line after the note. 
f. Using 1-3 margins, list each row of the table starting with 

the information of the first column followed by a colon. 
g. Do not divide a row between braille pages. 
h. Continue with the information on the same print line for 

subsequent columns, punctuated as shown in the 
transcriber’s note above. 

i. Use the same format for all succeeding rows of the table, 
with the information from the first column always starting 
in cell 1. 

j. In print the same label ($, %, year, bushels, etc.) may 
be repeated for each item in a column. These repeated 
labels may be omitted if doing so will allow the table to fit 
on the braille page. The label must be included in the 
column heading or explained in a transcriber’s note. 

k. Insert three unspaced dot 5s to represent a blank entry 
in print (followed by the appropriate punctuation) and 
explain this usage in a transcriber’s note. Sample: 

A series of three dot 5s indicates a blank entry. 
(See Sample 11-25: Linear Table Format on page 11-52.) 

11.18 Wide Tables: Stairstep Table Format 
11.18.1 Limit this format to tables with four or fewer columns. For 

larger tables use the Listed Table Format in Formats, 
§11.16. 
a. Multiple columns of numbers or repetitive types of entries 

(e.g., proper names) and nonintuitive column entries are 
not appropriate for stairstep format. 

b. Columns cannot be combined. 
c. Following the table label or title (or after the top box line) 

insert a transcriber’s note to indicate the format change. 
Leave a blank line between the body of the note and the 
beginning of the explanation of the stairstep format. 
Block the first column heading in cell 1, and block each 
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succeeding heading two cells farther right. Place the 
closing transcriber’s note indicator after the last column 
heading. Sample: 

Table changed as follows: (7-5)  
 

Heading of first column (1-1) 
Heading of second column (3-3) 

Heading of third column (5-5) 
d. Leave a blank line following the transcriber’s note. 
e. Use 1-1 margins for the first column of each row, 3-3 

margins for the second column, 5-5 margins for the third 
column, and 7-7 margins for the fourth column. 

f. When a column entry has multiple paragraphs, indent the 
second and following paragraphs two cells to the right of 
the margin, e.g., 3-3, 5-3. 

g. Place all columns in the row on the same braille page 
whenever possible. 

h. Do not repeat column headings when the table is 
continued on succeeding braille pages. When context 
does not clearly indicate what the column level or 
heading is, choose another format for the table. 

i. Follow print for use of the dash or ellipsis, appropriately 
indented. 

j. Treat a row heading preceding a group of subdivisions in 
the first column as a cell-5 heading. Include this in the 
transcriber’s note with the column headings. Sample: 

Table changed as follows: (7-5)  
  

Subdivision Heading (5-5) 
Heading of first column (1-1) 

Heading of second column (3-3) 
Heading of third column (5-5) 

Heading of fourth column (7-7) 
k. Headings may be devised when there are none in print. 

Let the reader know in the transcriber’s note that the 
headings are transcriber-generated. 

l. Insert three unspaced guide dots to represent a blank 
entry in print (followed by the appropriate punctuation) 
and explain this usage in a transcriber’s note. Sample: 

A series of three guide dots indicates a blank entry. 
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(See Sample 11-26: Stairstep Table Format on page 11-54 
and Sample 11-27: Subdivision Headings on page 11-56.) 

11.19 Samples 
Sample 11-1: Table Caption, page 11-25 
Sample 11-2: Complex Table, page 11-26 
Sample 11-3: Row Subheadings, page 11-27 
Sample 11-4: Column, Row, and Column Entry Runovers, 

page 11-28 
Sample 11-5: Implied Row Headings, page 11-29 
Sample 11-6: Table with Blank Rows, page 11-30 
Sample 11-7: Table with a Diagonal Line, page 11-32 
Sample 11-8: Column Totals, page 11-33 
Sample 11-9: Table with Dashes, page 11-34 
Sample 11-10: Blank Cells Indicating Answers to Be 

Inserted, page 11-35 
Sample 11-11: Blank Column Entries, page 11-36 
Sample 11-12: Table with Dittos, page 11-37 
Sample 11-13: Punctuation Omitted, page 11-38 
Sample 11-14: Transcriber’s Note Regarding Omitting a Print 

Symbol, page 11-39 
Sample 11-15: One Cell between Columns, page 11-40 
Sample 11-16: Keyed Column and Row Headings, page  

11-41 
Sample 11-17: Skeleton Table with Column Headings, page  

11-42 
Sample 11-18: Partially Filled-In Table, page 11-43 
Sample 11-19: Partially Omitted Table, page 11-44 
Sample 11-20: Bar Graph Information Converted to a Table, 

page 11-44 
Sample 11-21: Wide Table on Facing Pages, page 11-46 
Sample 11-22: Table Divided Vertically, page 11-48 
Sample 11-23: Interchanged Columns and Rows, page  

11-49 
Sample 11-24: Listed Table Format, page 11-50 
Sample 11-25: Linear Table Format, page 11-52 
Sample 11-26: Stairstep Table Format, page 11-54 
Sample 11-27: Subdivision Headings, page 11-56 
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Sample 11-1: Table Caption 

 

1 ⠀⠀⠀⠀⠀⠀,figure #bd-#g ,! ,,apy is !   #,- 

2 ⠀⠀⠀⠀be/ 9dicator ( h[ m* 9t]e/ y w e>n4 

3 7777777777777777777777777777777777777777 

4 #e4be.01 comp.d$  ,,apy 

5 "333333333333333  "333333 

6 ,daily """""""""  #e4ci.0 

7 ,qu>t]ly """""""  #e4ce.0 

8 ,semiannually ""  #e4cb.0 

9 ,annually """"""  #e4be.0 

10 gggggggggggggggggggggggggggggggggggggggg 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 11-2: Complex Table 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #aa4a 

4 ⠀⠀⠀⠀⠀⠀,summ>y ,comp>ison ( ,\tlays 

5 ⠀⠀⠀⠀⠀⠀⠀⠀= ,pay;ts = ,9dividuals 

6 7777777777777777777777777777777777777777 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,9 ,millions ( ,doll>s 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀"33333333333333333333333333333 

9 ,fiscal 

10 ,ye>     ,total      ,direct   ,grants 

11 "333333  "333333333  "3333333  "3333333 

12 #aiih      #iha1gab  #hag1ggj  #afc1idb 

13 #aiii    #a1jja1fgf  #hbe1hcc  #age1hdc 

14 #bjjj    #a1jed1ejc  #hfg1gac  #ahf1gij 

15 #bjja    #a1abh1dcb  #ibj1cid  #bjh1jch 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 11-3: Row Subheadings 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ,item                   #aihj   #aiha 

5 "333333333333333333333  "33333  "33333 

6 ,ma*9+ ,c5t]s 

7 ⠀⠀,produc;n """"""""""  #dac4j  #dhb4f 

8 ⠀⠀,exports """""""""""   #ef4g   #ec4d 

9 ⠀⠀,imports """""""""""   #ic4d  #aie4g 

10 ,pun*+ & ,%e>+ ,ma*9es 

11 ⠀⠀,produc;n """"""""""  #aaj4f   #ig4a 

12 ⠀⠀,exports """""""""""   #ac4b   #bh4c 

13 ⠀⠀,imports """""""""""   #af4e   #cb4e 

14 gggggggggggggggggggggggggggggggggggggggg 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 11-4: Column, Row, and Column Entry Runovers 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #d4 

5 ⠀⠀⠀,m9imum ,viable ,popula;n ,levels 

6 ⠀⠀⠀⠀⠀= ,manage;t ,9dicator ,species 

7 ⠀⠀⠀⠀⠀⠀⠀⠀= ! ,t><ee ,na;nal ,=e/ 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,habitat       ,pot5tial 

10 ,species       ,unit          ,popula;n 

11 "333333333333  "333333333333  "333333333 

12 ,grizzly ,be>  ,v>iable """"  ,undet]m9$ 

13 ,bald ,eagle   #ejj ac_/ne/   #ej pairs 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀site 

15 ,williamson's 

16 ⠀⠀,sapsuck]    #bj ac_/       #bc1cej 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀t]ritory       pairs 

18 ,pika """""""  #a ac_/        #ec1jjj 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀t]ritory       pairs 

20 gggggggggggggggggggggggggggggggggggggggg 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-29 Section 11 
Tables and Related Columns 

Sample 11-5: Implied Row Headings 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,h1l? ,sector ,"w=ce       #de 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,"*i/ics1 #bjjd 

3 7777777777777777777777777777777777777777 

4 ,g5d] ""  ,male """"  #bb.0 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,female ""  #gh.0 

6 ,e?nic;y  ,:ite """"  #hi.0 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,asian """  #e.0 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,black """  #c.0 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,mix$_/o!r  #c.0 

10 ,age """  #af-#bd ""  #g.0 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#be-#cd ""  #bc.0 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#ce-#dd ""  #bi.0 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#de-#ed ""  #be.0 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#ee-#fd ""  #ad.0 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#fe"6 """"  #a.0 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 11-6: Table with Blank Rows 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀,p]c5tage ( ,practi;n]s      #hj 

2 ⠀⠀⠀⠀⠀⠀⠀,a3ess+ ,fund+ by ,region 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀& ,na;n1 #bjjf 

4 7777777777777777777777777777777777777777 

5 ⠀⠀⠀⠀⠀⠀@.<,key3 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,yes ,yes,-,has ,a3ess$ ,fund+ 

8 ,no ,no,-,has ,n ,a3ess$ ,fund+@.> 

—New Braille Page—

1 ,region_/,na;n       ,yes   ,no     a#hj 

2 "333333333333333333  "3333  "3333 

3 ,nor? ,ea/ """"""""  #e.0   #ie.0 

4 ,nor? ,we/ """"""""  #h.0   #ib.0 

5 ,ea/ ( ,5gl& """"""  #ad.0  #hf.0 

6 ,york%ire @& ,humb]  #bc.0  #gg.0 

7 ,s\? ,ea/ """""""""  #bh.0  #gb.0 

8 ,s\? ,we/ """""""""  #cb.0  #fh.0 

9 ,ea/ ,midl&s """"""  #db.0  #eh.0 

10 ,london """""""""""  #de.0  #ee.0 

11 ,we/ ,midl&s """"""  #ej.0  #ej.0 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ,5gl& """""""""""""  #cj.0  #gj.0 

14 ,nor!rn ,irel& """"  #d.0   #if.0 

15 ,scotl& """""""""""  #ca.0  #fi.0 

16 ,wales """"""""""""  #df.0  #ed.0 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ,,uk """"""""""""""  #ca.0  #fi.0 

19 gggggggggggggggggggggggggggggggggggggggg 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 11-7: Table with a Diagonal Line 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,animals ,groom$ 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"333333333333333 

6 ,animals ,groom+  ,juv5ile  ,9fant 

7 "333333333333333  "3333333  "33333 

8 ,silv]back$ male  #j """""  #c 

9 ,blackback$ male  #j """""  #j 

10 gggggggggggggggggggggggggggggggggggggggg 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-33 Section 11 
Tables and Related Columns 

Sample 11-8: Column Totals 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀,,,example base price me?od,' 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ,pr(it """"""""""""  @s# c4ej   #aj.0 

6 ,ov]h1d """""""""""    # i4de   #bg.0 

7 ,labor """"""""""""    # i4aj   #bf.0 

8 ,raw ,food ,co/s ""    #ab4ie   #cg.0 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333333  "33333 

10 ,cu/om]'s ,m1l ,co/  @s#ce4jj  #ajj.0 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-34 Section 11 
Tables and Related Columns 

Sample 11-9: Table with Dashes 

 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #bg 

3 ⠀⠀⠀⠀⠀⠀⠀⠀,hi/orical ,3sum] ,price 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,9dex = ,urban ,wage 

5 ⠀⠀⠀⠀⠀⠀⠀⠀,e>n]s & ,cl]ical ,"w]s 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀⠀,semiannual av]ages 

8 ⠀⠀⠀⠀⠀⠀⠀"3333333333333333333 

9 ,ye>   #ast half  #bnd half  ,annual avg 

10 "3333  "33333333  "33333333  "3333333333 

11 #aihj  ,- """"""  ,- """"""   #hb4i 

12 #aiha  ,- """"""  ,- """"""   #ia4d 

13 #aihb  ,- """"""  ,- """"""   #if4i 

14 #aihc  ,- """"""  ,- """"""   #ii4h 

15 #aihd  #ajb4a ""  #ajd4d ""  #ajc4c 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀,s\rce3 f .7,,cpi ,detail$ ,report 

18 ⠀⠀⠀⠀,data = ,augu/ #bjji.' "<;p4 #ia"> 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-35 Section 11 
Tables and Related Columns 

Sample 11-10: Blank Cells Indicating Answers to Be Inserted 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,guide dots 9dicate a space = 

5 ⠀⠀⠀⠀an answ]4@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,"d       ,temp]ature at #aj3#jj 

8 "3333333  "333333333333333333333 

9 ,mon"d    """""""""""""""""""""" 

10 ,tues"d   """""""""""""""""""""" 

11 ,w$nes"d  """""""""""""""""""""" 

12 ,?urs"d   """""""""""""""""""""" 

13 ,fri"d    """""""""""""""""""""" 

14 gggggggggggggggggggggggggggggggggggggggg 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-36 Section 11 
Tables and Related Columns 

Sample 11-11: Blank Column Entries 

 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #ac 

3 ⠀⠀⠀⠀⠀⠀⠀⠀,tr5ds 9 ,availabil;y ( 

4 ⠀⠀⠀⠀⠀⠀⠀⠀,drugs by #abth ,grad]s 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀,p]c5tage say+ 8fairly easy0 or 8v 

7 easy0 to get 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀@.<,a s]ies ( dot #es acr ! wid? ( 

10 ⠀⠀⠀⠀a column 9dicates a blank space4@.> 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#aihf  #aihg  #aihh  #aihi 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333  "3333  "3333 

14 ,m>ijuana ""  #he4b  #hd4h  #he4j  #hd4c 

15 ,amy_/butyl 

16 ⠀⠀nitrites    """""  #bc4i  #be4i  #bf4h 

17 ,,lsd """"""  #bh4e  #ca4d  #cc4c  #ch4c 

18 ,"s o!r 

19 ⠀⠀halluc9og5  #bd4i  #be4j  #bf4b  #bh4b 

20 ,,pcp """"""  """""  #bb4h  #bd4i  #bh4i 

21 ,ec/asy 

22 ⠀⠀"<,,mdma">  """""  """""  """""  #ba4g 

23 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 



 11-37 Section 11 
Tables and Related Columns 

Sample 11-12: Table with Dittos 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #d-#c          #bac 

2 ⠀⠀⠀⠀⠀⠀,,,price & quant;y ( milk,' 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ,price  ,surplus_/,%ortage  ,price ,w 

5 "33333  "33333333333333333  "33333333 

6 #a4jj   ,surplus """""""""  ,fall 

7 #j4ij   "1 """""""""""""""  "1 

8 #j4hj   "1 """""""""""""""  "1 

9 #j4gj   ,nei """""""""""""  ,nei 

10 #j4fj   ,%ortage """""""""  ,rise 

11 #j4ej   "1 """""""""""""""  "1 

12 #j4dj   "1 """""""""""""""  "1 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-38 Section 11 
Tables and Related Columns 

Sample 11-13: Punctuation Omitted 

Note: This sample is technical foreign language French. 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀  article d=fini 

5 ⠀⠀⠀⠀  "3333333333333333333333333333333 

6 pr=p  masc sg  masc pl  f=m sg  f=m pl 

7 "333  "333333  "333333  "33333  "33333 

8 a ""  ao """"  dos """  ( """"  (s 

9 de    do """"  dos """  da """  das 

10 em    no """"  nos """  na """  nos 

11 por   pelo ""  pelos    pela    pelas 

12 gggggggggggggggggggggggggggggggggggggggg 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-39 Section 11 
Tables and Related Columns 

Sample 11-14: Transcriber’s Note Regarding Omitting a Print Symbol 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #af 

5 ⠀⠀⠀⠀⠀,l;g-,t]m ,tr5ds 9 ,grade #ab 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀@.<,figures 9 ! table >e 

8 ⠀⠀⠀⠀p]c5tages4@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#aiib  #aiic  #aiid 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333  "3333 

12 ,cig>ettes 

13 ⠀⠀,daily """"""  #ag4b  #ai4j  #ai4d 

14 ⠀⠀,half pack or 

15 ⠀⠀⠀⠀m p] "d """  #aj4j  #aj4i  #aa4b 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-40 Section 11 
Tables and Related Columns 

Sample 11-15: One Cell between Columns 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,table #ba4a 

4 ⠀⠀⠀⠀⠀⠀,summ>y ,comp>ison ( ,total 

5 ⠀⠀⠀⠀⠀⠀⠀,\tlays = ,grants to ,/ate 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀& ,local ,gov]n;ts 

7 7777777777777777777777777777777777777777 

8 ⠀⠀⠀⠀⠀⠀,9 ,millions ( ,doll>s 

9 ⠀⠀⠀⠀⠀⠀"33333333333333333333333333333333 

10 ye>   total    pay;ts   9ve/;t  rema9d] 

11 "3333 "3333333 "3333333 "333333 "333333 

12 #aiij #ace1cbe  #gg1bfd #bg1ahe #cj1hgf 

13 #aiia #aed1eai  #ib1hfe #bh1bcg #cc1dag 

14 #aiib #agh1jfe #aab1ebb #bi1big #cf1bdg 

15 #aiic #aic1fab #abd1aee #ca1agj #ch1bhg 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-41 Section 11 
Tables and Related Columns 

Sample 11-16: Keyed Column and Row Headings 

 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀,,sat ,scores by ,race & ,e?nic;y 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀@.<,key to column & r[ h1d+s3 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀,column h1d+s 

7 mms ,,sat ,ma? ,m1n ,scores 

8 rec ,racial_/,e?nic ,category 

9 vms ,,sat ,v]bal ,m1n ,scores 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀,r[ h1d+s 

12 aam ,african ,am]ican 

13 nan ,native ,am]ican or ,alaskan ,native 

14 wht ,:ite "<exclud+ ,lat9o orig9">@.> 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 rec  vms   mms   totals 

17 "33  "333  "333  "33333 

18 nan  #dhb  #dha  #ifc 

19 aam  #dcd  #dbf  #hfj 

20 wht  #ebh  #ecj  #ajeh 

21 gggggggggggggggggggggggggggggggggggggggg 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-42 Section 11 
Tables and Related Columns 

Sample 11-17: Skeleton Table with Column Headings 

 

1 ⠀⠀⠀⠀,use ! *>t 2l to li/ yr          #,- 

2 ⠀⠀⠀⠀9t]e/s4 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,pr9t table has five blank 

5 ⠀⠀⠀⠀r[s4@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,,,s*ool  p   pets  places  books,' 

8 "3333333  "3  "333  "33333  "333333 

9 """"""""  ""  """"  """"""  """"""" 

10 """"""""  ""  """"  """"""  """"""" 

11 gggggggggggggggggggggggggggggggggggggggg 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-43 Section 11 
Tables and Related Columns 

Sample 11-18: Partially Filled-In Table 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<.=\o ,"r >r[@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,cause           ;\o  ,e6ect 

7 "33333333333333  "33  "333333333333333 

8 ,$ told a lie4   ;\o  ,i got upset4 

9 ,$ d5i$ x4 """"  ;\o  ,i got angri]4 

10 ,$ 2tray$ o!rs4  ;\o  ,he 5d$ up fr.s4 

11 """""""""""""""  ;\o  """""""""""""""" 

12 """""""""""""""  ;\o  """""""""""""""" 

13 """""""""""""""  ;\o  """""""""""""""" 

14 gggggggggggggggggggggggggggggggggggggggg 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-44 Section 11 
Tables and Related Columns 

Sample 11-19: Partially Omitted Table 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,"p ( ! table is omitt$ 9 pr9t4 

5 ⠀⠀⠀⠀,? omitt$ sec;n is 9dicat$ by an 

6 ⠀⠀⠀⠀ellipsis4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀,sunrise      ,sunset 

9 ⠀⠀⠀⠀⠀⠀"33333333333  "3333333333 

10 ,jan  #i3#dg ,,am   #d3#ce ,,pm 

11 ,feb  #h3#bg ,,am   #f3#ja ,,pm 

12 444 

13 ,nov  #i3#ai ,,am   #d3#aj ,,pm 

14 ,dec  #aj3#ad ,,am  #c3#da ,,pm 

15 gggggggggggggggggggggggggggggggggggggggg 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-45 Section 11 
Tables and Related Columns 

Sample 11-20: Bar Graph Information Converted to a Table 

 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,,he>t attacks 9 ! 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀unit$ /ates1,' #bjjj 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀@.<,pr9t %[s a horizontal b> 

6 ⠀⠀⠀⠀graph4 ,9 brl1 ! graph has be5 *ang$ 

7 ⠀⠀⠀⠀to a table4@.> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,attacks 9 ?\s&s 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀"33333333333333333 

11 ,age     ,males    ,females 

12 "333333  "3333333  "3333333 

13 #bi-#dd   #cd1jjj   #aj1jjj 

14 #de-#fd  #beg1jjj   #hf1jjj 

15 #fe"6    #dcj1jjj  #cad1jjj 

16 ⠀⠀⠀⠀,s\rce3 ,am]ican ,he>t ,associa;n 

17 gggggggggggggggggggggggggggggggggggggggg 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-46 Section 11 
Tables and Related Columns 

Sample 11-21: Wide Table on Facing Pages 

 

1 ⠀⠀⠀⠀⠀⠀@.<,! table is r1d acr         #fj 

2 ⠀⠀⠀⠀fac+ pages4@.> 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀,unioniz$ ,manual ,"w]s 

5 7777777777777777777777777777777777777777 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀#aijj  #aiaj  #aibj  #aicj 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333  "3333  "333333333 

8 ,d5m>k   #ac4i  #af4b  #cg4j  #cc4h """" 

9 ,sw$5     #h4g  #ab4b  #cb4d  #da4g """" 

10 ,norway  #aj4c  #ad4f  #ce4i  #dc4b """" 

11 ,f9l&     #f4i  #aj4c  #be4f  #cd4g """" 

12 gggggggggggggggggggggggggggggggggggggggg



 11-47 Section 11 
Tables and Related Columns 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀a#fj 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 7777777777777777777777777777777777777777 

6 #aidj  #aiej 

7 "3333  "3333 

8 #dd4c  #ed4d 

9 #fd4c  #ge4b 

10 #fg4i  #gg4c 

11 #dd4b  #eb4a 

12 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 



 11-48 Section 11 
Tables and Related Columns 

Sample 11-22: Table Divided Vertically 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀⠀⠀,unioniz$ ,manual ,"w]s 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀⠀@.<,table is divid$ v]tically 9to 

7 ⠀⠀⠀⠀#b sec;ns4@.> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀#aijj  #aiaj  #aibj  #aicj 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333  "3333  "3333 

11 ,d5m>k   #ac4i  #af4b  #cg4j  #cc4h 

12 ,sw$5     #h4g  #ab4b  #cb4d  #da4g 

13 ,norway  #aj4c  #ad4f  #ce4i  #dc4b 

14 ,f9l&     #f4i  #aj4c  #be4f  #cd4g 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀#aidj  #aiej 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀"3333  "3333 

18 ,d5m>k   #dd4c  #ed4d 

19 ,sw$5    #fd4c  #ge4b 

20 ,norway  #fg4i  #gg4c 

21 ,f9l&    #dd4b  #eb4a 

22 gggggggggggggggggggggggggggggggggggggggg 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-49 Section 11 
Tables and Related Columns 

Sample 11-23: Interchanged Columns and Rows 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,columns & r[s >e 9t]*ang$4@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀⠀,sunrise     ,sunset 

7 ⠀⠀⠀⠀⠀⠀"3333333333  "3333333333 

8 ,jan  #g3#bc ,,am  #e3#ec ,,pm 

9 ,feb  #g3#jb ,,am  #f3#ai ,,pm 

10 ,m>   #f3#ca ,,am  #f3#ch ,,pm 

11 ,apr  #f3#aj ,,am  #g3#eg ,,pm 

12 ,may  #e3#ej ,,am  #h3#ag ,,pm 

13 ,jun  #e3#cj ,,am  #h3#ca ,,pm 

14 gggggggggggggggggggggggggggggggggggggggg 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-50 Section 11 
Tables and Related Columns 

Sample 11-24: Listed Table Format 

 



 11-51 Section 11 
Tables and Related Columns 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀⠀⠀⠀,,presid5tial ,,adm9i/ra;ns 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀@.<,pr9t =mat is *ang$4 ,r[ h1d+s 

5 ⠀⠀⠀⠀>e block$ 9 cell #e2 column h1d+s 

6 ⠀⠀⠀⠀2g9 9 cell #a4 ,all h1d+s >e rep1t$ 

7 ⠀⠀⠀⠀= cl>;y4 ,a colon sep>ates h1d+s f 

8 ⠀⠀⠀⠀table 5tries4 

9 ⠀⠀⠀⠀⠀⠀,a s]ies ( ?ree dot #es 9dicates a 

10 ⠀⠀⠀⠀blank 5try 9 pr9t4@.> 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀,presid5t3 ,george ,wa%+ton #aghi- 

13 ⠀⠀⠀⠀#agig 

14 ,vice ,presid5t3 ,john ,adams #aghi- 

15 ⠀⠀#agig 

16 ,sec ( ,/ate3 

17 ⠀⠀,?omas ,je6]son #aghi-#agid 

18 ⠀⠀,$mund ,r&olph #agid-#agie 

19 ⠀⠀,timo?y ,pick]+ #agie-#agig 

20 ,sec ( ,tr1sury3 

21 ⠀⠀,alex&] ,hamilton #aghi-#agie 

22 ⠀⠀,oliv] ,wolcott #agie-#agig 

23 ,sec ( ,w>3 

24 ⠀⠀444 

25 ,sec ( ,navy3 """ 

(Return to Text) 



 11-52 Section 11 
Tables and Related Columns 

Sample 11-25: Linear Table Format 

 

1 text 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,a s]ies ( ?ree dot #es 

5 ⠀⠀⠀⠀9dicates a blank space 9 pr9t4 

6 ⠀⠀⠀⠀⠀⠀,columns foll[ "o ano!r 9 ? ord]3 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ,/ate3 ,capital2 ,nick"n2 ,fl[]2 

9 ⠀⠀,bird@.> 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ,alabama3 ,montgom]y2 ,yell[hamm] ,/ate2 

12 ⠀⠀,camellia2 ,yell[hamm] 

13 ,alaska3 ,jun1u2 ,! ,la/ ,fronti]2 

14 ⠀⠀,=get-,me-,n2 ,will[ ,pt>migan 

15 ,>izona3 ,pho5ix2 ,! ,gr& ,canyon ,/ate2 

16 ⠀⠀,sagu>o ,cactus2 ,cactus ,wr5 

17 ,>kansas3 ,ll ,rock2 """2 ,apple 

18 ⠀⠀,blossom2 ,mock+bird 

19 gggggggggggggggggggggggggggggggggggggggg 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-53 Section 11 
Tables and Related Columns 

 



 11-54 Section 11 
Tables and Related Columns 

Sample 11-26: Stairstep Table Format 

 



 11-55 Section 11 
Tables and Related Columns 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,vietnam ,w>          #bcc 

2 7777777777777777777777777777777777777777 

3 ⠀⠀⠀⠀⠀⠀@.<,table *ang$ z foll[s3 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ,": 7 y dur+ ! ,vietnam ,w>8 

6 ⠀⠀,h[ old 7 y dur+ ! w>8 

7 ⠀⠀⠀⠀,h[ did ! w> a6ect ,am]icans8 

8 ⠀⠀⠀⠀⠀⠀,:at memories d y h8@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,i sign$ up = ! ,m>9es & s]v$ 9 

11 ,cambodia4 

12 ⠀⠀,i 0 #ah :5 ,i sign$ up4 

13 ⠀⠀⠀⠀,"! 0 a lot ( prote/+ ag/ ! w>4 ,x 

14 ⠀⠀⠀⠀made "ey"o ?9k ab :y ! ,u4,s4 0 

15 ⠀⠀⠀⠀9volv$ 9 a w> s f> away4 

16 ⠀⠀⠀⠀⠀⠀,"! >e "s ,i don't want to talk 

17 ⠀⠀⠀⠀⠀⠀ab4 ,b ,i rememb] my buddies & gd 

18 ⠀⠀⠀⠀⠀⠀"ts play+ c>ds & wi%+ we'd get 

19 ⠀⠀⠀⠀⠀⠀home soon4 

—New Braille Page—

1 ,oklahoma ,c;y1 ,oklahoma          a#bcc 

2 ⠀⠀,i 0 #aj :5 x 5d$4 

3 ⠀⠀⠀⠀,i don't rememb] too m* ab x4 ,i d 

4 ⠀⠀⠀⠀rememb] my gr&"m 2+ worri$ t h] two 

5 ⠀⠀⠀⠀sons wd 2 draft$4 

6 ⠀⠀⠀⠀⠀⠀,i rememb] ! news on ,,tv alm e 

7 ⠀⠀⠀⠀⠀⠀ev5+ _h "s?+ ab ! w>4 

8 gggggggggggggggggggggggggggggggggggggggg 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 



 11-56 Section 11 
Tables and Related Columns 

Sample 11-27: Subdivision Headings 

 



 11-57 Section 11 
Tables and Related Columns 

1 ⠀⠀⠀⠀⠀⠀@.<,table *ang$ z foll[s3 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,/ate loca;n 

4 ,amuse;t p>k 

5 ⠀⠀,loca;n@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀,amuse;t ,p>ks 9 ,florida 

8 ,magic ,k+dom 

9 ⠀⠀,lake ,bu5a ,vi/a 

10 ,epcot 

11 ⠀⠀,lake ,bu5a ,vi/a 

12 ,univ]sal's ,isl& ( ,adv5tures 

13 ⠀⠀,orl&o 

14 ,s1_w 

15 ⠀⠀,orl&o 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀⠀⠀,amuse;t ,p>ks 9 ,cali=nia 

18 ,4neyl& 

19 ⠀⠀,anaheim 

20 ,univ]sal ,/udios 

21 ⠀⠀,hollywood 

22 ,knott's ,b]ry ,f>m 

23 ⠀⠀,bu5a ,p>k 

24 ,six ,flags 

25 ⠀⠀,val5cia 

(Return to Text) 
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12.1 Fundamentals ............................................................................... 12-1 
12.2 Identifying Sidebars ....................................................................... 12-1 
12.3 Formatting Sidebars....................................................................... 12-1 
12.4 Samples ....................................................................................... 12-3 

12.1 Fundamentals 
12.1.1 Publisher design of textbooks has exploded into creative 

layouts that frequently challenge braille production. 
Textbooks used to be black and white, had few images, and 
content was read from top to bottom. Textbooks now are full 
of color, images, tables, boxes, bullets, etc., and reading 
order is not always obvious. 

12.2 Identifying Sidebars 
12.2.1 The purpose of this section is to help the transcriber identify 

sidebars. The use of sidebars, a publishing term for 
information placed adjacent to text, is one of the design 
elements that can create confusion. A sidebar is detached 
from the main text and found in a section either off to one 
side of it, or above or below it, on the same page. Sidebars 
may or may not be linked or related to the adjacent text, 
and the reading order of sidebars and text is not always 
obvious. Sidebars have a different function than cross-
references (see Formats, §9.6, Cross-References and 
Incidental Notes) and are formatted according to their text 
layout, e.g., with headings, paragraphs, lists, etc. (See 
Sample 12-1: Boxed Sidebar in Column on page 12-4, 
Sample 12-2: Boxed Sidebar within Text on page 12-5, and 
Sample 12-3: Arrow Leads Reader to Sidebar; Difference 
Between Sidebar and Cross-Reference on page 12-6.) 

12.3 Formatting Sidebars 
12.3.1 Determine if the sidebar supports the text or if it is 

supplemental information. Once this has been decided it is 
easier to find the most appropriate location to insert it. 
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a. If the sidebar adds supportive information, look in the 
main text for specific references to its content. Then 
insert the sidebar at an appropriate location (after the 
paragraph of reference). 

b. Determine the best location for the sidebar when it 
provides extraneous information. This may be after the 
final full paragraph on the page, before a heading, etc. 

c. Sidebars use the full width of the braille page. (See 
Sample 12-4: Extraneous Information in Sidebar on page 
12-8.) Exception: Follow Formats, §2.10.2i, Table of 
Contents guidelines when sidebars appear within the 
table of contents. 

d. The text layout of the sidebar dictates the format used, 
i.e., headings (centered, cell-5, cell-7), 3-1 paragraph, 
nested list, poetry, etc. 

e. Insert a blank line before and after a sidebar. 
f. Add box lines for clarity if the content of the sidebar 

interrupts the flow of text. (See Formats, §7, Boxed 
Material.) 

(Sample 12-5: Sidebar with Student Activity on page 12-9 
and Sample 12-6: Sidebars at Beginning of a Lesson on 
page 12-10.) 
g. When a sidebar is necessary for the understanding of a 

particular text, insert that sidebar before the related text. 
(See Sample 12-7: Word List in a Sidebar on page  
12-12.) 
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12.4 Samples 
Sample 12-1: Boxed Sidebar in Column, page 12-4 
Sample 12-2: Boxed Sidebar within Text, page 12-5 
Sample 12-3: Arrow Leads Reader to Sidebar; Difference 

Between Sidebar and Cross-Reference, page 12-6 
Sample 12-4: Extraneous Information in Sidebar, page 12-8 
Sample 12-5: Sidebar with Student Activity, page 12-9 
Sample 12-6: Sidebars at Beginning of a Lesson, page 12-10 
Sample 12-7: Word List in a Sidebar, page 12-12 
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Sample 12-1: Boxed Sidebar in Column (Print Only) 

 

(Return to Text) 
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Sample 12-2: Boxed Sidebar within Text (Print Only) 

 

(Return to Text) 
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Sample 12-3: Arrow Leads Reader to Sidebar; Difference 
Between Sidebar and Cross-Reference 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀,critical ,?9k+ ,skills     #chj 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 444 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀,le>n+ ! ,skill 

6 ⠀⠀,to le>n h[ to syn!size 9=ma;n1 foll[ 

7 ! /eps li/$ on ! left4 @.<2l@.> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 7777777777777777777777777777777777777777 

10 _4 ,analyze ea* s\rce sep>ately to "u/& 

11 ⠀⠀xs m1n+4 

12 _4 ,det]m9e :at 9=ma;n ea* s\rce adds to 

13 ⠀⠀! subject4 

14 _4 ,id5tify po9ts ( agree;t & 4agree;t 

15 ⠀⠀2t ! s\rces4 ,ask3 ,c ,s\rce ,a give 

16 ⠀⠀me new 9=ma;n or new ways ( ?9k+ ab 

17 ⠀⠀,s\rce ;,b8 

18 _4 ,f9d rela;n%ips 2t ! 9=ma;n 9 ! 

19 ⠀⠀s\rces4 

20 gggggggggggggggggggggggggggggggggggggggg 

21 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

22 444

—New Braille Page— 
1 ⠀⠀⠀⠀,applica;n ,activ;y            a#chj 

2 ⠀⠀,f9d two s\rces ( 9=ma;n on bank+ 

3 practices4 ,:at >e ! ma9 id1s 9 ! 

4 s\rces8 ,h[ does ea* s\rce add to yr 

5 "u/&+ ( ! topic8 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀^1,practice & ^1assess key skills 

8 ⠀⠀⠀⠀) .7,skillbuild] ,9t]active ,"wbook1 

9 ⠀⠀⠀⠀,level #b4.'

(Return to Text) 
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Sample 12-4: Extraneous Information in Sidebar (Print Only) 

 

(Return to Text) 
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Sample 12-5: Sidebar with Student Activity (Print Only) 

 

(Return to Text) 
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Sample 12-6: Sidebars at Beginning of a Lesson (Print Only) 

 

(Return to Text) 
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Sample 12-7: Word List in a Sidebar 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,use ,vocabul>y        ,c#gh 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,*oose ! correct t]m f ! li/ to 

4 ⠀⠀⠀⠀complete ea* s5t;e4 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 assault1 ,c#de 

7 f/-degree burn1 ,c#gf 

8 flammable1 ,c#ei 

9 gang1 ,c#ed 

10 h1t/roke1 ,c#fg 

11 homicide1 ,c#de 

12 hypo!rmia1 ,c#fg 

13 %ock1 ,c#ge 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 #a4 ,if a mat]ial is able to cat* fire 

16 ⠀⠀easily1 x is .-4 

17 #b4 ,a physical attack or ! ?r1t ( a 

18 ⠀⠀physical attack is an example ( .-4 

19 444 

(Return to Text) 
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13.1 Fundamentals ............................................................................... 13-1 
13.2 Poetry within Narrative Text ............................................................ 13-1 
13.3 Poetry in Stanza or Verse Form ....................................................... 13-2 
13.4 Separation of Stanzas .................................................................... 13-4 
13.5 Shape Poetry ................................................................................ 13-4 
13.6 Poems with Irregular Lines of Poetry ................................................ 13-5 
13.7 Prose Poetry ................................................................................. 13-6 
13.8 Reference Marks and Notes in Poetry ............................................... 13-6 
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13.1 Fundamentals 
13.1.1 This section covers poetry written in prose, rhyme, and 

other configurations. It also covers lyrics written without 
musical notation, and the use of punctuation and shape as a 
poetic device. (See Formats, §15.5, Line-Numbered Poetry 
and §15.7, Poetic Rhyme Scheme.) 

13.1.2 A Braille Reader’s Perspective. Centering poetry in print 
is visually attractive. This material is often centered on the 
page as well as on the line. In braille, the material must first 
be found. Moving the material to the margin in effect helps 
to identify the basic form of the poetry by the use of 
margins. 

13.2 Poetry within Narrative Text 
13.2.1 Follow print when poetry is embedded within narrative text. 

a. Retain font attributes. 
b. Follow print use for either a slash or vertical line to 

indicate where one poetic line ends and another begins. 
c. Follow print for spacing of symbols, which may begin or 

end a braille line. Identify the use of the symbols on the 
Special Symbols page, or in a transcriber’s note before 
the text. 
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Example 13-1: Poetic Lines within Narrative Text 

 

444 su7e/+ t 8! tru/ ,o!llo puts hm 9 _/ 

,on "s odd "t ( 8 9firm;y _/ ,w %ake ? 

isl&0 

13.3 Poetry in Stanza or Verse Form 
13.3.1 The indention pattern is based on the entire poem. The main 

entry begins in cell 1. Each subentry level begins two cells to 
the right of the previous level. All runovers begin two cells to 
the right of the farthest indented level. 
One level: 1-3 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 
 

a. Leave a blank line before and after a poem. Exceptions: 
Do not insert a blank line between a cell-5 or cell-7 
heading and the poem to which it applies. Do not insert a 
blank line between a cell-5 heading entry word and a 
poem in a glossary. 

b. A line of poetry may not be divided between braille 
pages. 
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Example 13-2: Poem with One Level 

 

,my t;gue1 e atom ( my blood1 =m'd f ? 

⠀⠀soil1 ? air1 

,born "h ( p>5ts born "h f p>5ts ! same1 

⠀⠀& _! p>5ts ! same1 

,i1 n[ ?irty-sev5 ye>s old 9 p]fect h1l? 

⠀⠀2g91 

,hop+ to c1se n till d1?4 

Example 13-3: Three-Level Poem 

 

,glory 2 to ,god = dappl$ ?+s,- 

⠀⠀,= skies ( c\ple-col\r z a br9d$ c[2 

⠀⠀⠀⠀,= rose-moles all 9 /ipple ^u tr\t t 

⠀⠀⠀⠀⠀⠀swim2 

,fre%-firecoal *e/nut-falls2 f9*es' w+s2 

⠀⠀,l&scape plott$ & piec$,-fold1 fall[1 

⠀⠀⠀⠀⠀⠀& pl\<2 

⠀⠀⠀⠀,& all trades1 _! ge> & tackle & 

⠀⠀⠀⠀⠀⠀trim4 

c. Poems that are centered on the print page use 1-3 
margins or are treated as displayed material and use the 
margin in effect. (See Sample 13-1: Centered Poem on 
page 13-13.) 

d. Use normal poetry indention when print is deeply 
indented. 
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Example 13-4: Poem with Deep Indention 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

if ! be/ ( immortals r1lly drives me on1 

,h]a's "l ^: ?"u drums ! sky60 

⠀⠀,s he %\t$ 

,la%+ ! rage & fi<t+-fury 9 e ,trojan4 

13.4 Separation of Stanzas 
13.4.1 Stanzas are difficult to determine at a print page break when 

a poem does not have the same number of lines in each 
stanza. Do not insert a blank line if it is not clear that there 
is a new stanza at the page break. 
a. Leave a blank line before each stanza or verse. 
b. Use cell-5 headings for stanza numbers. 
c. When a stanza begins at the top of a print page within a 

braille page, insert the page change indicator and leave 
one blank line before beginning the stanza. 

d. Leave a blank line at the top of the next braille page 
when a stanza ends on line 24 or 25 of the previous 
page. Start the new stanza on line 2 when a running 
head is not used, or line 3 when a running head is used. 

(See Sample 13-2: Poem with Stanza Numbers on page  
13-14.) 

13.4.2 Stanza Division. When a page break would occur following 
the first line of a stanza, take the entire stanza to the next 
braille page. 

13.5 Shape Poetry 
13.5.1 A shape poem is one that has its lines arranged to represent 

the shape of an object or to suggest action, motion, mood, 
or feeling. When it is important to show the poem’s shape or 
spatial style add a description in a transcriber’s note, or 
provide a tactile graphic. 
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13.5.2 Poetic lines are not always easy to determine in some shape 
poems. Use punctuation and change of thought as a guide. 
(See Sample 13-3: Shape Poem on page 13-16.) 

13.6 Poems with Irregular Lines of Poetry 
13.6.1 Use normal poetry format when the indentions of irregular 

lines of poetry form a discernible pattern. (See Sample  
13-4: Poem with Discernible Lines of Poetry on page 13-17.) 

13.6.2 Treat the poem as a single level, using 1-3 margins, when 
the indentions of irregular lines of poetry have no discernible 
pattern or the poem uses uneven spacing. Some poems may 
need a transcriber’s note of explanation. Sample: 

The poem has inconsistent indention patterns, which are not 
reproduced. 

or 
The poem has multiple irregular indentions, which are not 

reproduced. 
13.6.3 Use three blank cells to separate widely spaced words or 

phrases. Explain the blank cells in a transcriber’s note. 
Sample: 

Three blank cells indicate wide spacing. 
(See Sample 13-5: Poem with Uneven Indention and Wide 
Spacing on page 13-18.) 

13.6.4 When unusual combinations of punctuation marks and 
letters might create difficult reading: 
a. Use uncontracted braille. Use the grade 1 passage 

indicator and terminator around the entire poem. (See 
UEB, §5.4, Grade 1 Passage Indicator and §5.5, Grade 1 
Terminator.) 

b. Insert a transcriber’s note to explain the use of 
uncontracted braille. Sample: 

This poem has unusual letter and punctuation combinations. 
Braille is uncontracted so punctuation can be identified easily. 

(See Sample 13-6: Embedded Punctuation in an 
Uncontracted Poem on page 13-20.) 



 13-6 Section 13 
Poetry and Song Lyrics 

13.7 Prose Poetry 
13.7.1 Prose poetry is ordinary speech or writing without rhyme or 

meter. It is written in a narrative format that does not follow 
the normal rules for writing poetry. 
a. Precede and follow a prose poem with blank lines. 
b. Follow print for paragraph indention. 
c. Ignore font attributes except where they are required for 

emphasis or distinction. 
(See Sample 13-7: Prose Poem on page 13-21.) 

13.8 Reference Marks and Notes in Poetry 
13.8.1 Transcribe references in poetry at the bottom of the print 

page, separated from the poetry by a note separation line. 
(See Formats, §16, Notes.) 
Leave a blank between the end of a stanza, or the end of a 
poem, and the note separation line. 
(See Sample 13-8: Poem with Reference Marks on page  
13-22.) 

13.9 Scansion, Accent, and Meter 
13.9.1 Scansion is the analysis of a poem’s meter, and the marking 

of the stressed and unstressed syllables in each line. There 
are a variety of print symbols used for marking scansion, 
stress, and meter. Use the following guidelines when 
structuring documents with different print symbols than 
those used here. 

13.9.2 Follow print for symbols and terminology when identifying 
stress symbols on the Special Symbols page, or in a 
transcriber’s note before the text. (See UEB, §4, Letters and 
Their Modifiers and §15.2, Stress.) 

13.9.3 Transcribe a poem that contains stress, scansion, or meter 
marks twice. Place the two versions on a single braille page 
if possible. The first version should include the title and 
author or other attribution. 
a. Use contracted braille in the first version; do not show 

scansion, accented letter(s), meter, or emphasis that 
indicates stress. 
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b. Leave a blank line between the first and second versions. 
c. To help offset the second writing, transcribe the second 

version using cell 3 for the left margin and the standard 
nested list format. 

d. Transcribe the second version in uncontracted braille. 
Show all typeform, scansion, stress, and meter symbols. 

e. Follow print when stress and meter symbols are placed 
above the affected words. The symbols are placed above 
the first letter of the syllable to which they apply. To 
accommodate room for one-letter syllables immediately 
followed by another syllable, it is permissible to place the 
stress or meter symbol over the space or capital indicator 
which precedes the word. 

f. Blank lines are required preceding and following each line 
of the poem. 

Example 13-5: Diagrammed Scansion with Ictus (Slash) and X 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,b s(t6 ,:at li<t "? yond] w9d[ br1ks8 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

""=;;; [Dot locator for “use” precedes grade 1 passage indicator standing alone. UEB, §3.14] 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀x     _/     x      _/    x 

⠀⠀,but ,,soft6 ,what ,,light through 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀_/   x     _/   x     _/ 

⠀⠀⠀⠀,,yon,'der ,,win,'dow ,,breaks8;' 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

g. Explain the two writings on the Transcriber’s Notes page 
when there are multiple locations in the volume that use 
this technique. If the technique is used in a single 
location in the volume, explain the usage in a 
transcriber’s note before the text. Sample: 
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The text is first shown without stress symbols, and then 
repeated with the appropriate symbols and no contractions. 
Stress symbols are inserted above the syllable to which they 
apply. Symbols used:  

 

.=_/ Stressed syllable  

.=x Unstressed syllable 
(See Sample 13-9: Lines of Poetry with Stress Marks on 
page 13-23.) 

13.9.4 Meter. Each section between the slashes or vertical lines is 
a foot. Foot division can appear within a word. The meter is 
the number of feet in a line. A caesura indicates a long 
pause in the middle of a line. 
a. These symbols are used to represent the signs indicating 

meter or rhythmic pattern of poetic lines. Follow print 
spacing of symbols and punctuation. 

b. Identify meter symbols on the Special Symbols page or in 
a transcriber’s note before the text. Use the names given 
in print (if any) when identifying the symbols for these 
signs. The foot is usually the solidus or vertical line 
(pipe). The caesura is usually the double solidus or 
double vertical line. 

/ _/ Solidus (foot) 
// _/_/ Double solidus (caesura) 
| _\ Vertical line (pipe) 
|| _\_\ Double vertical line 

c. The foot and caesura symbols may begin or end a braille 
line when it is necessary to divide a line between braille 
lines. Exception: Do not break a line at a meter symbol 
when it is unspaced within a word. 

d. A line break may not occur within a foot, e.g., between 
the vertical lines. 

e. Contractions are not used in the second writing when 
some words are syllabified, and metered lines show only 
foot and/or caesura symbols. Contractions are used in 
the second writing when all words are not syllabified, and 
metered lines show only foot and/or caesura symbols. 
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f. Titles and authors are shown with the first writing. 
Titles/authors are only included with the second writings 
if they include symbols of scansion, accent/stress, or 
meter. 

g. Attributions are shown with the first writing of the 
material and omitted in the second writing. 

(See Sample 13-10: Attribution with First Writing on page 
13-24 and Sample 13-11: Sentences with Foot and Caesura 
Symbols on page 13-25.) 

Example 13-6: Word with Unspaced Internal Foot 

 

,all ! ni<t sleep came n ^u my eyelids 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,all ! _\ ni<t sleep _\ 

⠀⠀⠀⠀came n u_\pon my _\ eyelids 

(See Sample 13-12: Lines of Poetry with Stress and Meter 
on page 13-26.) 

13.9.5 Diagrammed Scansion and Meter. Follow print for 
spacing and punctuation of scansion and meter symbols 
when the text shows only a diagram consisting of 
accent/stress and meter signs with no lines of poetry. Use  
1-3 margins for each diagrammed line. 

Example 13-7: Diagrammed Scansion and Meter 

 

@+^/ _\ @+@+^/ _\ @+@+^/ 

@+^/ _\ @+@+^/ _\ @+@+^/ 

^/ _\ @+@+^/ _\ @+^/ 

^/ _\ @+@+^/ _\ @+^/ 
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13.10 Hymnals and Songbooks 
13.10.1 Many sponsoring religious agencies have established specific 

formats and guidelines for the transcription of hymnals and 
songbooks, both with and without music. General directives 
are provided below for transcribing songs or hymns that 
appear in nonreligious materials. 

13.10.2 Lyrics without Music Notation. Use 1-3 margins. 
13.10.3 Lyrics with Music Notation. Follow the rules provided in 

the Music Braille Code when transcribing music notation, as 
well as any lyrics shown with that notation. 
Music notation may be omitted when lyrics of a song or 
hymn are accompanied by music notation for illustrative 
purposes only, and there is no intention for that notation to 
be used for practice or performance. Insert a transcriber’s 
note to explain this omission. Transcribe the lyrics as 
directed below. 

13.11 Titles, Hymn or Song Numbers 
13.11.1 Center the title or number of each hymn (both, if shown in 

print). Titles or numbers may be placed on line 1 unless a 
running head is used. 

13.11.2 Information below the title. 
a. Block permission-to-copy notices in the fifth cell to the 

right of the material to which they apply, on the line after 
the title or heading. (See Formats, §9.5, Source Citations 
and Permission to Copy.) 

b. Leave a blank line following the title. List the information 
printed between the title and the song in the following 
order: 
(1) Text centered below the title. 
(2) Text printed on the left side of the page. 
(3) Text printed on the right side of the page. 
Use 7-5 margins for each item; do not leave blank lines 
between these items. Do leave a blank line before the 
beginning of the first verse. (See Sample 13-13: Song 
Title with Additional Information on page 13-28.) 
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13.11.3 When it is not possible to include the title or number (with 
any accompanying information) and at least one braille line 
of the first verse at the end of a page, begin the song or 
hymn on a new braille page. 

13.11.4 Songs with Verses 
a. Transcribe verse numbers as cell-5 headings. 
b. Follow print for capitalization and punctuation of the 

verses. 
c. Omit hyphens that are printed between syllables unless 

they are intended to be part of the word. 
d. Use 1-3 margins for each line of the lyric. Use 

punctuation and rhyme scheme to determine each line of 
the lyric. 

e. When text shows the lyrics of the first verse—or any 
portion of a song or hymn—printed within the music 
notation and followed by the remaining verses printed in 
poetry format, the same format is used for all the verses. 
(See Sample 13-14: Song with Verses on page 13-29.) 

f. Follow print if the refrain or chorus is repeated. 
g. Follow print if only the word “refrain” or “chorus” 

indicates the repetition. 
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13.12 Samples 
Sample 13-1: Centered Poem, page 13-13 
Sample 13-2: Poem with Stanza Numbers, page 13-14 
Sample 13-3: Shape Poem, page 13-16 
Sample 13-4: Poem with Discernible Lines of Poetry, page 

13-17 
Sample 13-5: Poem with Uneven Indention and Wide 

Spacing, page 13-18 
Sample 13-6: Embedded Punctuation in Uncontracted Poem, 

page 13-20 
Sample 13-7: Prose Poem, page 13-21 
Sample 13-8: Poem with Reference Marks, page 13-22 
Sample 13-9: Lines of Poetry with Stress Marks, page 13-23 
Sample 13-10: Attribution with First Writing, page 13-24 
Sample 13-11: Sentences with Foot and Caesura Symbols, 

page 13-25 
Sample 13-12: Lines of Poetry with Stress and Meter, page 

13-26 
Sample 13-13: Song Title with Additional Information, page 

13-28 
Sample 13-14: Song with Verses, page 13-29 
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Sample 13-1: Centered Poem 

10 ,pres5t$ "h is a famili> example f "o ( 

11 ,donne's s;gs3 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀,g & cat* a fall+ />1 

14 ⠀⠀,get ) * a m&rake root1 

15 ⠀⠀,tell me ": all "ts pa/ >e1 

16 ⠀⠀,or :o cleft ! ,devil's foot2 

17 ⠀⠀,t1* me to he> m]maids s++1 

18 ⠀⠀,or to keep (f 5vy's /++1 

19 ⠀⠀,& f9d 

20 ⠀⠀,:at w9d 

21 ⠀⠀,s]ves to adv.e an h"o/ m9d4 

(Return to Text) 
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Sample 13-2: Poem with Stanza Numbers 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a ,victim 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀by ,alfr$ ,t5nyson 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀,i4 

6 ,a plague ^u ! p fell1 

7 ⠀⠀,a fam9e af laid !m l[2 

8 ,!n ?orpe & byre >ose 9 fire1 

9 ⠀⠀,= on !m brake ! sudd5 foe2 

10 ,s ?ick !y di$ ! p cri$1 

11 ⠀⠀,8,! ,gods >e mov$ ag/ ! l&4,0 

12 ,! ,prie/ 9 horror ab 8 alt> 

13 ⠀⠀,to ,?or & ,od9 lift$ a h&3 

14 ⠀⠀⠀⠀,8,help u f fam9e 

15 ⠀⠀⠀⠀,& plague & /rife6 

16 ⠀⠀⠀⠀,:at wd y h ( u8 

17 ⠀⠀⠀⠀,human life8 

18 ⠀⠀⠀⠀,7 x \r ne>e/1 

19 ⠀⠀⠀⠀,7 x \r de>e/1,- 

20 ⠀⠀⠀⠀,answ]1 ,o answ]6,- 

21 ⠀⠀⠀⠀,we give y 8 life4,0 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

23 ⠀⠀⠀⠀,,ii4 

24 ,b / ! foeman spoil'd & burn'd1 

25 ⠀⠀,& cattle di$1 & de] 9 wood1 

(Return to Text) 
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Sample 13-3: Shape Poem 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,amp]s& 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,patrick ,w9/anley 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀@.<,! poem is writt5 9 ! %ape ( an 

6 ⠀⠀⠀⠀amp]s&4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ,,,an ,8&,0 is simply an ,8&,01 

9 b an amp]s& is m* m gr&,' 

Or 

10 ,,,an ,8&,0 is simply an ,8&,01 b an 

11 ⠀⠀amp]s& is m* m gr&,' 

(Return to Text) 
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Sample 13-4: Poem with Discernible Lines of Poetry 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,bu6alo ,bill's 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,bu6alo ,bill's 

4 defunct 

5 ⠀⠀:o us$ to 

6 ⠀⠀ride a wat]smoo?-silv] 

7 ⠀⠀⠀⠀⠀⠀/allion 

8 & br1k "otwo?reef\rfive 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀pigeonsju/like?at 

10 ⠀⠀⠀⠀⠀⠀⠀⠀,jesus 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 he 0 a h&"s man 

13 ⠀⠀⠀⠀& :at i want to "k is 

14 h[ d y l yr blueey$ boy 

15 ,mi/] ,d1? 

16 ⠀⠀⠀⠀e4e4 cumm+s 

(Return to Text) 
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Sample 13-5: Poem with Uneven Indention and Wide Spacing 
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1 ⠀⠀⠀⠀⠀⠀@.<,?ree blank cells 9dicate   #,- 

2 ⠀⠀⠀⠀wide spac+4@.> 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,! ,sky ,0 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀by ;,e4 ;,e4 ,cumm+s 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ! 

9 ⠀⠀sky 

10 ⠀⠀⠀⠀⠀⠀0 

11 can⠀⠀⠀dy⠀⠀⠀lu 

12 m9\s 

13 ⠀⠀⠀⠀⠀⠀$ible 

14 spry 

15 ⠀⠀⠀⠀p9ks %y 

16 lemons 

17 gre5s⠀⠀⠀coo⠀⠀⠀;l *oc 

18 olate 

19 ;s4 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 ⠀⠀444 

(Return to Text) 
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Sample 13-6: Embedded Punctuation in an Uncontracted Poem 

1 ⠀⠀⠀⠀⠀⠀@.<,? poem has unusual lr &    #.- 

2 ⠀⠀⠀⠀punctua;n comb9a;ns4 ,brl is 

3 ⠀⠀⠀⠀uncontract$ s punctua;n c 2 id5tifi$ 

4 ⠀⠀⠀⠀easily4@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ;;;brought allofher trem,b 

7 -ling 

8 to a3dead4 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 stand- 

11 2,still">;' 

12 ⠀⠀⠀⠀f .7%e 2+ ,br&1.' by ;e4 ;e4 cumm+s 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 13-7: Prose Poem 

11 ⠀⠀⠀⠀.1,t5d] .1,buttons .<,a ,*air.> 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀by ,g]trude ,/e9 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ,a ,,*air4 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ,a wid[ 9 a wise veil & m g>;ts %[s t 

18 %ad[s >e ev54 ,x addresses no m1 x %ad[s 

19 ! /age & le>n+4 ,a regul> >range;t1 ! 

20 sev]e/ & ! mo/ pres]v$ is t : has ! 

21 >range;t n m ?an alw au?oris$4 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

23 ,a suitable e/abli%;t1 well h\s$1 444 

(Return to Text) 
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Sample 13-8: Poem with Reference Marks 

14 ,? is ! s;g t ! truck driv]s he> 

15 ,9 ! gr9d+ ( brake & %ift+ ( ge>1 

16 ,f ! noise ( ! :eel & ! cl>ion;9#a horn 

17 ,f ! frei<t & ! wei<t2 

18 ⠀⠀a s;g has be5 born3 

19 "333333 

20 ;9#a;'cl>ion "<klar^.b-@-e-_5n">3 l\d & 

21 ⠀⠀cle>4 

22 -------------------------------------#di 

23 444 

(Return to Text) 
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Sample 13-9: Lines of Poetry with Stress Marks 

4 ⠀⠀⠀⠀⠀⠀@.<,! text is f/ %[n )\t /ress 

5 ⠀⠀⠀⠀symbols1 & !n rep1t$ ) ! appropriate 

6 ⠀⠀⠀⠀symbols & no 3trac;ns4 ,/ress 

7 ⠀⠀⠀⠀symbols >e 9s]t$ abv ! syllable to : 

8 ⠀⠀⠀⠀!y apply4 ,symbols us$3 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 .=^/ ,/ress$ syllable 

11 .=@+ ,un/ress$ syllable@.> 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ,se5 f abv1 ! sky 

14 ,is deep4 ,cl\ds float d[n "!1 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀^/   @+  @+^/    @+  ^/ 

17 ⠀⠀,seen from above1 the sky 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀⠀@+ ^/     ^/     ^/    @+   ^/ 

20 ⠀⠀,is deep4 ,clouds float down there1 

(Return to Text) 
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Sample 13-10: Attribution with First Writing 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 

2 ,i may ass]t ,et]nal ,provid;e4 

3 ,& ju/ify ! ways ( ,god to m54 

4 ⠀⠀⠀⠀,milton1 .1,p>adise .1,lo/1 page 

5 ⠀⠀⠀⠀#bbg1 l9es #be-#bf 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀@+ ^/     @+^/      @+^/ 

8 ⠀⠀,i may _/ assert _/ ,eter- _/ 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀@+   ^/      @+^/ 

11 ⠀⠀⠀⠀nal ,prov- _/ idence4 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀@+  ^/      @+^/    @+  ^/ 

14 ⠀⠀,and jus- _/ tify _/ the ways _/ 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀⠀@+  ^/     @+ ^/ 

17 ⠀⠀⠀⠀of ,god _/ to men4 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 13-11: Sentences with Foot and Caesura Symbols 

1 ,ah1 4t9ctly ,i rememb] x 0 9 !      #,- 

2 ⠀⠀bl1k ,decemb]2 

3 ,& ea* sep'rate dy+ emb] wr"\ xs <o/ ^u 

4 ⠀⠀! floor4 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀;;;,ah1 dis _\ -tinct-ly _\ ,i re _\ 

7 ⠀⠀⠀⠀-mem-ber _\_\ it was _\ in the _\ 

8 ⠀⠀⠀⠀bleak ,de _\ -cem-ber2 

9 ⠀⠀,and each _\ sep-'rate _\ dy-ing _\ 

10 ⠀⠀⠀⠀em-ber _\_\ wrought its _\ ghost u 

11 ⠀⠀⠀⠀_\ -pon the _\ floor4;' 

(Return to Text) 
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Sample 13-12: Lines of Poetry with Stress and Meter 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,william ,blake 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀.1,! .1,pip] 

3 ⠀⠀⠀⠀⠀"<f/ two /anzas"> "<,tro*aic"> 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀@.<,! text is f/ %[n )\t /ress & 

6 ⠀⠀⠀⠀met] symbols1 & !n rep1t$ ) ! 

7 ⠀⠀⠀⠀appropriate symbols & no 3trac;ns4 

8 ⠀⠀⠀⠀,/ress symbols >e 9s]t$ abv ! 

9 ⠀⠀⠀⠀syllable to : !y apply4 ,symbols 

10 ⠀⠀⠀⠀us$3 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 .=^/ ,/ress$ syllable 

13 .=@+ ,un/ress$ syllable 

14 .=_\ ,v]tical l9e@.> 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ,pip+ d[n ! valleys wild1 

17 ⠀⠀,pip+ s;gs ( pl1sant glee1 

18 ,on a cl\d ,i saw a *1 

19 ⠀⠀,& he lau<+ sd to me3 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀
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1 ⠀⠀⠀^/ @+     ^/   @+     ^/ @+ 

2 ⠀⠀,piping _\ down the _\ valleys _\ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀wild1 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀^/ @+     ^/    @+    ^/   @+ 

7 ⠀⠀⠀⠀,piping _\ songs of _\ pleasant _\ 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ⠀⠀⠀⠀⠀⠀glee1 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀^/ @+   ^/     @+   ^/  @+ 

12 ⠀⠀,on a _\ cloud ,i _\ saw a _\ child1 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀⠀^/  @+    ^/   @+     ^/   @+ 

15 ⠀⠀⠀⠀,and he _\ laughing _\ said to _\ 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀⠀⠀⠀⠀me3 

(Return to Text) 
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Sample 13-13: Song Title with Additional Information 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,ov] ! ,ra9b[ 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀f .7,! ,wiz>d ( ,oz.' 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀,^ws by ;,e4 ;,y4 ,h>burg 

5 ⠀⠀⠀⠀⠀⠀,music by ,h>old ,>l5 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,"s": ov] ! ra9b[1 way up hi<1 

(Return to Text) 
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Sample 13-14: Song with Verses 

1 ⠀⠀⠀⠀⠀⠀⠀⠀,on ,top ( ,old ,smokey 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,on top ( old ,smokey1 

4 ,all cov]$ ) sn[1 

5 ,i lo/ my true lov]1 

6 ,by c\rt9' too sl[4 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀#b4 

9 ,n[1 c\rt9's a pl1sure1 

10 444 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀#c4 

13 ,a ?ief w j rob y 

14 444 

(Return to Text) 
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14.1 Fundamentals 
14.1.1 This section deals with plays and other print situations that 

involve dialogue. Cartoons, interviews, and graphic novels 
also use a dialogue or a question-and-answer format that 
works well with the patterns established in this section. 

14.1.2 Follow print for capitalization on speaker names, character 
names, and abbreviated names. The names may appear as 
the speaker in stage settings, stage directions, etc. 

14.1.3 Retain font attributes on speaker, character, and 
abbreviated names. 

14.1.4 If print uses both full capitalization and emphasis to show 
speaker names, retain the capitalization and omit the 
emphasis. 

14.1.5 Retain font attributes when emphasis is required 
grammatically, e.g., book titles, ship titles, etc. 

14.1.6 Dialogue starts on the same braille line as the character’s 
name or identity when space permits. 

14.1.7 When there is an extended blank space between the 
speaker’s name and the first word of the speech, this space 
is indicated by three blank cells in braille. A transcriber’s 
note is required to explain this format. See Formats, §15, 
Line-Numbered and Line-Lettered Text, for plays with line 
numbers. (See also Formats, §16, Notes.) 
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14.2 Cast of Characters 
14.2.1 The following format is used for the cast of characters: 

a. Use a cell-5 heading when a heading is included. 
b. Use 1-3 margins for the cast of characters, with each 

name followed on the same line by the character 
identification. 

c. Retain font attributes on speaker names; omit font 
attributes on speaker identifications. 

d. Follow print punctuation used to separate names from 
any following identifications. Note: Do not insert 
punctuation that does not appear in print. 

Example 14-1: Simple Cast of Characters 

  

,bapti/a ,m9ola1 ,"f ( ,ka!r9a & ,bianca 

,v9c5tia1 ,"f ( ,luc5tio 

,ka!r9a "<,kate"> ,m9ola1 ,! 8%rew0 ( ! 

⠀⠀title 

,petru*io 

,bianca1 ,si/] ( ,ka!r9a 

Example 14-2: Cast of Characters with Fonts 

 

^1,luc5tio ,suitor ( ,bianca 

^1,gremio ,suitor ( ,bianca 

^1,hort5sio ,suitor ( ,bianca 

(See Sample 14-1: Cast of Characters on page 14-12.) 
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14.2.2 When a play is longer than a single volume: 
a. Repeat the cast of characters in each volume of the 

continued play. 
b. Include the repeated cast of characters in print page 

number order in the front matter pages. 
c. Include the print page number on the front matter page. 
d. Include the transposed print page numbers for the 

repeated cast of characters on the title page. For 
example, if page 60 is the print page number for the cast 
of characters: 

Title page: Print pages 5, 60, 80-95 

14.3 Scene Settings 
14.3.1 Scene settings may be described by a single word or several 

paragraphs, identifying the locale or period in which the 
action takes place. 
a. Titles and scene numbers are centered headings. 
b. Follow print for blocked or indented paragraphs. 
c. Follow print for use of enclosure symbols, e.g., brackets 

or parentheses. Do not add enclosure symbols if none are 
used in print. 

d. Omit font attributes unless needed for distinction. 
e. Insert a blank line to separate scene settings from 

dialogue. 
(See Sample 14-2: Scene Setting on page 14-13.) 

14.4 Stage Directions 
14.4.1 A stage direction is an instruction to the actor that is written 

into the script of the play. 
a. Follow print for enclosure symbols used for internal stage 

directions. Do not add enclosure symbols if none are used 
in print. 

b. Follow print placement and punctuation when stage 
directions or cues follow the speaker’s name. 
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Example 14-3: Stage Directions After a Speaker’s Name 

 

,anne4 .<lau<+.> ,isn't t a b1uti;l 

⠀⠀balloon8 

c. Ignore font attributes used for stage directions, unless 
needed for distinction, e.g., when stage directions after a 
speaker’s name are not enclosed in punctuation. If text 
within stage directions requires emphasis for distinction, 
use the typeform indicator that best represents print 
emphasis of surrounding text. 

Example 14-4: Italics Retained for Unenclosed Stage Directions 

 

,,mama .1hy/]ically3 ,b ,i c't d any?+ 

⠀⠀ab t6 

,,jessie .1quietly3 ,no4 ,y c't4 

Example 14-5: Stage Directions within Dialogue 

 

,john "<9to ph"o">3 ,i c't talk n[4 

⠀⠀"<,pause"> ,:at8 "<,pause"> ,hmm4 

⠀⠀"<,pause"> ,all "r1 ,i 444 ,i4 ,c't4 

⠀⠀,talk4 ,n[4 ,no1 no1 no4 ,i .1,"k ,i 

⠀⠀did1 b 4444 ,:at8 ,hello4 ,:at8 ,%e 

⠀⠀.1:at8 ,%e .1c't1 %e sd ! agree;t is 

⠀⠀void8 444 

14.5 Prose Plays 
14.5.1 Speakers and Dialogue 

a. Use 1-3 margins for each speaker’s name and 
accompanying dialogue. 
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b. Follow print for capitalization and emphasis. If print uses 
both full capitalization and emphasis to show speaker 
names, retain the capitalization and omit the emphasis. 
(See Sample 14-3: Dialogue on page 14-14.) 

c. Follow print for punctuation shown after the name of 
each speaker. 

d. Insert two blank spaces between speaker names and 
dialogue if print shows no distinction between the names 
and the dialogue, e.g., emphasis on the names; 
punctuation between the names and related dialogue.  

e. Use 5-3 margins for additional paragraphs by the same 
speaker in the same dialogue. (See Sample 14-4: 
Speaker with Multiple Paragraphs of Dialogue on page 
14-15.) 

14.5.2 Simultaneous Speakers 
a. Ignore enclosure symbols when they are used to indicate 

that two or more characters are speaking at the same 
time with different dialogue. Precede the simultaneous 
speeches with a transcriber’s note. Sample: 

Martha and Peter together 
b. Indicate the resumption of normal dialogue by the 

following transcriber’s note. Do not insert a blank line 
before or after the transcriber’s note. Sample: 

Solo 
(See Sample 14-5: Simultaneous Speakers on page 14-16.) 

c. Do not attempt to duplicate print when dialogue of 
simultaneous speakers is printed in columns. Use the 
dialogue format as directed above. (See Sample 14-6: 
Columned Dialogue Ignored on page 14-17.) 

14.5.3 Stage Directions between Lines of Prose Dialogue 
a. Use 7-7 margins for stage directions or cues. 
b. Use 9-7 margins for additional paragraphs of stage 

directions. 
c. Ignore font attributes used for stage directions. 



 14-6 Section 14 
Plays, Cartoons, and Graphic Novels 

d. Do not insert blank lines before or after stage directions 
or cues printed outside or between the lines of dialogue. 

Example 14-6: Unenclosed Stage Directions 

 

,,jessie3 ,x's n a joke1 ,mama4 

⠀⠀⠀⠀⠀⠀,mama wat*es = a mo;t 9 sil;e4 

,,mama3 ,t gun's no gd1 y "k4 ,he broke 

⠀⠀x "r 2f he di$4 ,he dropp$ x 9 ! mud 

⠀⠀"o "d4 

(See Sample 14-7: Two Paragraphs of Prose Stage 
Directions on page 14-18.) 

14.6 Verse Plays 
14.6.1 Verse plays are written in a poetic form and typically each 

line begins with a capital letter. 
a. Use 1-5 margins for the first line of dialogue. 
b. Use 3-5 margins for additional lines by the same speaker. 
c. Follow print for capitalization and emphasis. If print uses 

both full capitalization and emphasis to show speaker 
names, retain the capitalization and omit the emphasis. 

d. Follow print for punctuation shown after the name of 
each speaker. 

e. Insert two blank spaces between speaker names and 
dialogue if print shows no distinction between the names 
and the dialogue, e.g. emphasis on the names; 
punctuation between the names and related dialogue. 

(See Sample 14-8: Verse Play on page 14-19.) 

14.6.2 When print includes a large space after a speaker’s name: 
a. Insert three blank cells between the speaker’s name and 

the beginning of the dialogue. 
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b. Explain this usage on the Transcriber’s Notes page, or in 
a transcriber’s note before the beginning of the play. 
Sample: 

Three blank cells have been inserted when print shows a 
wide space following a speaker’s name. 

Example 14-7: Verse Play with Extended Blank Space 

 

,,antonio3 ,i'll t1* y h[ to fl[4 

,,seba/ian3⠀⠀⠀,d s4 ,to ebb 

⠀⠀,h]$it>y slo? 9/ructs me4 

,,antonio3⠀⠀⠀,o1 

⠀⠀,if y b knew h[ y ! purpose *]i% 

14.6.3 Stage Directions between Lines of Verse Dialogue 
a. Use 7-7 margins for stage directions or cues. 
b. Use 9-7 margins for additional paragraphs of stage 

directions. 

Example 14-8: Two Paragraphs of Verse Stage Directions 

 

,,brutus ,f>ewell1 e "o4 

⠀⠀⠀⠀⠀⠀,exeunt all b ,,brutus 

⠀⠀⠀⠀⠀⠀⠀⠀,re-5t] ,,lucius1 ) ! g[n 

⠀⠀,give me ! g[n4 ,": is ?y 9/ru;t8 
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14.7 Mixed Prose and Verse Plays 
14.7.1 Dialogue. Use the appropriate format for the type of 

dialogue, i.e., 1-3 margins for the prose sections and 1-5,  
3-5 margins for the verse sections. 

14.7.2 Stage Directions. Use 7-7 margins for stage directions or 
cues. Follow print for use of enclosure symbols. (See Sample 
14-9: Mixed Prose and Verse Stage Directions on page  
14-20.) 

14.8 Conclusion of Play 
14.8.1 A phrase indicating the conclusion of the play (e.g., “The 

End” or “The Curtain Falls,” etc.) is centered and preceded 
and followed by a blank line. 

14.8.2 Do not add “The End” or other indication of the play’s end 
when none appears in print. 
(See Sample 14-10: Conclusion of Play on page 14-21.) 

14.9 Interviews 
14.9.1 Use the prose play format (1-3 margins) for interviews. (See 

Formats, §14.3.) 

Example 14-9: Interview 

 

.1,report] ,mr4 ,presid5t1 h[ 0 yr 

⠀⠀vaca;n at ,camp ,david8 
.1,presid5t ,x 0 f9e4 

14.10 Cartoons 
14.10.1 Insert a blank line before and after a cartoon. Do not leave 

blank lines between the frames or panels of a single cartoon 
or between individual cartoons when a series of them is 
shown. 

14.10.2 Insert the word “Cartoon,” enclosed in transcriber’s notes 
symbols. Use 7-5 margins. Continuing on the same line, 
insert the cartoon title and artist’s name, followed by the 
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date and copyright information, if given and legible. 
Copyright information is often found in the 
acknowledgements if part of this information attached to the 
cartoon is difficult to read. 

14.10.3 Format cartoons using the following general guidelines. 
a. It is often useful to insert a brief scene setting describing 

the cartoon and the characters before beginning the 
cartoon. Include this in a transcriber’s note, starting on 
the line after the cartoon and title information. 

b. Use 1-3 margins for dialogue. 
c. Insert two blank spaces between speaker names and 

dialogue if print shows no distinction between the names 
and the dialogue, e.g. emphasis on the names; 
punctuation between the names and related dialogue. Do 
not enclose names or character identifiers in transcriber's 
note indicators. A transcriber's note is required (either at 
the site or on the Transcriber's Notes page). 

14.10.4 Single-Frame Cartoon. Dialogue is frequently not included 
in a single-frame cartoon. Include sufficient information in a 
scene setting to convey the intent of the cartoon. 
a. Describe the scene setting in a transcriber’s note using  

7-5 margins. 
b. Use 7-5 margins for the caption to the cartoon. 

Example 14-10: Elements of Single-Frame Cartoon 

⠀⠀⠀⠀⠀⠀@.<,c>toon@.> title1 >ti/'s "n1 

⠀⠀⠀⠀date & copy"r 9=ma;n 

⠀⠀⠀⠀⠀⠀@.<,sc5e sett+ describ+ ! 

⠀⠀⠀⠀c>toon@.> 

⠀⠀⠀⠀⠀⠀@.<,cap;n@.> ,cap;n text 

14.10.5 Multi-Frame Cartoon. A cartoon may have a series of 
frames. Enclose each frame number in transcriber’s note 
indicators using 7-5 margins. 
a. Using 1-3 margins, begin dialogue with the character’s 

name followed by two spaces. 
b. Use initial capitalization when dialogue is printed in all 

capital letters. 
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c. When the dialogue is continued in another frame, repeat 
the character’s name, followed by two spaces. 

d. When a character is not identified, an identifying trait is 
used as the character name, e.g., Boy 1, Boy 2, Man with 
Hat, etc. 

e. Give dialogue from an unknown character an identifier, 
such as “Narrator” or “Unseen Character.” 

f. If necessary, a brief description of the action in the frame 
is enclosed in the transcriber’s note with the frame 
number. If the action relates only to a specific character, 
insert a transcriber’s note following the character’s name. 
This description need not be limited to seven words. 

g. Look at the entire cartoon, graphic novel, etc., before 
writing the description. 

(See Sample 14-11: Cartoon on page 14-22.) 

14.11 Graphic Novels 
14.11.1 Graphic novels use comic book style art and dialogue. They 

are treated as a multi-frame cartoon, with each print page 
beginning with Frame 1. 
a. Narrative boxes use 1-3 margins. 
b. If the narrative box appears within a frame, insert the 

text from the narrative into that frame. If the narrative 
box is outside one of the frames, treat it as a separate 
frame and follow the guidelines for formatting frames. 

(See Sample 14-12: Graphic Novel on page 14-24.) 
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14.12 Samples 
Sample 14-1: Cast of Characters, page 14-12 
Sample 14-2: Scene Setting, page 14-13 
Sample 14-3: Dialogue, page 14-14 
Sample 14-4: Speaker with Multiple Paragraphs of Dialogue, 

page 14-15 
Sample 14-5: Simultaneous Speakers, page 14-16 
Sample 14-6: Columned Dialogue Ignored, page 14-17 
Sample 14-7: Two Paragraphs of Prose Stage Directions, 

page 14-18 
Sample 14-8: Verse Play, page 14-19 
Sample 14-9: Mixed Prose and Verse Stage Directions, page  

14-20 
Sample 14-10: Conclusion of Play, page 14-21 
Sample 14-11: Cartoon, page 14-22 
Sample 14-12: Graphic Novel, page 14-24 
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Sample 14-1: Cast of Characters 

 

1 ⠀⠀⠀⠀,,dramatis ,,p]sonae 

2 ,,claudius1 ,k+ ( ,d5m>k 

3 ,,hamlet1 son to ! late ,k+ ,hamlet & 

4 ⠀⠀nephew to ! pres5t k+ 

5 ,,polonius1 "l *amb]la9 

6 ,,horatio1 fr to ,hamlet 

7 ,,la]tes1 son to ,polonius 

8 ,,voltim&1 c\rti] 

9 ,,cornelius1 "1 

10 ,,ros5crantz1 "1 

11 ,,guild5/]n1 "1 

12 ,,osric1 "1 

13 ,a ,,g5tleman 

(Return to Text) 
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Sample 14-2: Scene Setting 

 

1 ,,sc5e3 ,! ac;n takes place 9        #,- 

2 ,helm]'s resid;e4 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,act #a 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,a com=table room1 ta/e;lly b n 

7 exp5sively furni%$4 ,a door to ! "r 9 ! 

8 back wall l1ds to ! 5tryway2 ano!r to ! 

9 left l1ds to ,helm]'s /udy4 444 

10 ⠀⠀,a bell r+s 9 ! 5tryway2 %ortly af we 

11 he> ! door 2+ unlock$4 444 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ,,nora3 ,hide ! tree well1 ,hel5e4 ,! *n 

14 ⠀⠀m/n't get a glimpse ( x 444 

(Return to Text) 
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Sample 14-3: Dialogue 

 

1 ,,c>ol ,y don't "k :at x m1ns 4448   #,- 

2 ,,john ,i'm n sure t ,i "k :at x m1ns4 

3 ⠀⠀,x's "o ( ^? ?+s1 p]h y've _h !m1 t1 y 

4 ⠀⠀look !m up1 or h "s"o expla9 !m to y1 

5 ⠀⠀& y say 8aha10 &1 y immly .1=get :at 

6 ⠀⠀444 

7 ,,c>ol ,y don't d t4 

8 ,,john 444 ,i 4448 

(Return to Text) 
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Sample 14-4: Speaker with Multiple Paragraphs of Dialogue 

10 ,,gallim>d3 ,! limits ( my cell >e z s*3 

11 ⠀⠀f\r-&-a-half met]s by five4 ,"!'s "o 

12 ⠀⠀w9d[ ag/ ! f> wall2 a door1 v /r;g1 to 

13 ⠀⠀protect me f autograph h.ds4 ,i'm 

14 ⠀⠀responsible = ! tape record]1 ! hot 

15 ⠀⠀plate1 & ? *>m+ c(fee table4 

16 ⠀⠀⠀⠀,:5 ,i want to eat1 ,i'm m>*$ (f to 

17 ⠀⠀! d9+ room,-hot1 /1m+ slop appe>s on 

18 ⠀⠀my plate4 ,:5 ,i want to sleep1 ! li<t 

19 ⠀⠀bulb turns xf 

(Return to Text) 
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Sample 14-5: Simultaneous Speakers 

1 ,pet]3 ,:at is t8 

2 ,nicky3 ,! ,delphis >e com+4 

3 ⠀⠀⠀⠀⠀⠀@.<,craig1 ,pet]@.> ,tgr 

4 ,craig  ,yes1 ! ,delphis4 

5 ,pet]  ,run1 ,run4 

6 ⠀⠀⠀⠀⠀⠀@.<,solo@.> 

7 ,nicky3 ,we w all 2 kill$4 

(Return to Text) 
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Sample 14-6: Columned Dialogue Ignored 

8 ⠀⠀⠀⠀⠀⠀@.<,hi79s1 ,pick]+ tgr4@.> 

9 ,hi79s4 ,y "k1 %e has ! mo/ extraord9>y 

10 ⠀⠀qk;s ( e>3 

11 ,pick]+4 ,i assure y1 my de> ,hi79s1 t ! 

12 ⠀⠀girl 

13 ,hi79s4 j l a p>rot4 ,i've tri$ h] ) e 

14 ,pick]+4 is a g5ius4 ,%e c play ! piano 

15 ⠀⠀q b1uti;lly4 

16 ,hi79s4 possible sort ( s.d t a human 2+ 

17 ⠀⠀c make4 

18 ⠀⠀⠀⠀⠀⠀@.<,solo@.> 

19 ,pick]+4 ,we h tak5 h] to classical 

20 ⠀⠀3c]ts & to music 444 

(Return to Text) 
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Sample 14-7: Two Paragraphs of Prose Stage Directions 

10 ,twm4 ,curate8 ,at ? "t o' ni<t8 ,any 

11 ⠀⠀dang]1 ,i wond]8 ,sit d[n ,dicky1 & 

12 ⠀⠀try to look z if x 0 ,sun"d4 

13 ⠀⠀⠀⠀⠀⠀.<,!y ag assume ! role ( blame.s 

14 ⠀⠀⠀⠀⠀⠀t9k]s cook+ supp] by ! 444 

15 ⠀⠀⠀⠀⠀⠀⠀⠀.<,! ,bi%op ( ,mid-,wales comes 

16 ⠀⠀⠀⠀⠀⠀9 f ! "r1 c>ry+ a suit-case & 

17 ⠀⠀⠀⠀⠀⠀trudg+ we>ily4 444 

18 ,bi%op4 ,:at's ?8 ,ah yes1 ?ank h1v5,- 

19 ⠀⠀human;y at la/6 ,gd ev5+1 frs4 

(Return to Text) 
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Sample 14-8: Verse Play 

3 ,f/ ,wit*4 .<,3t9u+4.> ,": "! is no pa? 

4 ⠀⠀⠀⠀"! is no safety,- 

5 ⠀⠀,& ! w9d is 2g9n+ 2h u1 ! tr1*]\s w9d4 

6 ,! ,w9ds4 ,"! is dang] "h 9 ? sli<t 

7 ⠀⠀⠀⠀/irr+ ( a breeze4 

8 ,f/ ,wit*4 .<,3t9u+4.> ,d y come f ea/ 

9 ⠀⠀⠀⠀or we/8 

10 ⠀⠀,": does ,k9cor? lie8 

11 ,! ,w9ds4 ,x has a p1ce;l s.d2 b xs 

12 ⠀⠀⠀⠀signific.e is n p1ce4 

13 ,alison4 ,! ,god ( my "f has s5t y 9 me 

14 ⠀⠀⠀⠀ne$3 

15 ⠀⠀,tell me1 ,i 2see* y1 :om y "k at 

16 ⠀⠀⠀⠀,k9cor?,- 

17 ⠀⠀,or is x1 9de$1 ,k9cor? ,we/] y seek8 

(Return to Text) 
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Sample 14-9: Mixed Prose and Verse Stage Directions 

5 ,ophelia3 ,i hope all w 2 well4 ,we m/ 2 

6 ⠀⠀pati5t3 b ,i _c *oose b weep1 to ?9k 

7 ⠀⠀!y %d lay hm i' ! cold gr.d4 ,my bro!r 

8 ⠀⠀% "k ( x3 & s ,i ?ank y = yr gd 

9 ⠀⠀c\ncel4 ,come1 my coa*6 ,gd ni<t1 

10 ⠀⠀ladies2 gd ni<t1 sweet ladies2 gd 

11 ⠀⠀ni<t1 gd ni<t4 

12 ⠀⠀⠀⠀⠀⠀.<,exit4.> 

13 ,k+3 ,foll[ h] close2 give h] gd wat*1 

14 ⠀⠀⠀⠀,i pray y4 

15 ⠀⠀⠀⠀⠀⠀.<,exit ,horatio4.> 

16 ⠀⠀,o1 ? is ! poison ( deep grief2 x 

17 ⠀⠀⠀⠀spr+s 

18 ⠀⠀,all f h] "f's d1?4 ,o ,g]trude1 

19 ⠀⠀⠀⠀,g]trude1 

20 ⠀⠀,:5 sorr[s come1 !y come n s+le spies 

(Return to Text) 
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Sample 14-10: Conclusion of Play 

10 ^1,web/] "<mov+ to c5t] /age1 & jo9+ 

11 ⠀⠀.1,jabez' h&s & .1,m>y's">4 ,& :om 

12 ⠀⠀,god ha? jo9$ let no man put as"u4 

13 ⠀⠀"<,he kisses .1,m>y & turns1 du/+ 8 

14 ⠀⠀h&s4"> ,well1 t job's d"o4 ,i hope 

15 ⠀⠀"!'s pie = br1kfa/1 nei<bor ,/"o4 

16 ⠀⠀⠀⠀⠀⠀"<,&1 z "s ( ! wom51 danc+1 br+ 9 

17 ⠀⠀⠀⠀⠀⠀pies f ! kit*5"> 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,,! curta9 falls,' 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 14-11: Cartoon 
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1 ⠀⠀⠀⠀⠀⠀@.<,c>toon@.>                  #,- 

2 ⠀⠀⠀⠀,,,ctrl"6alt"6del by tim buckley 

3 ⠀⠀⠀⠀8too h>%0,' www4cad-comic4com 

4 ⠀⠀⠀⠀⠀⠀@.<,sp1k] "ns >e add$ by ! 

5 ⠀⠀⠀⠀transcrib]4@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀⠀⠀@.<,frame #a3 "y ,woman & ,e?an 

8 ⠀⠀⠀⠀talk+4@.> 

9 ,woman  ,my p>5ts get 9to t[n next week1 

10 ⠀⠀s ,i ne$ yr help cl1n+ up >.d "h 9 ! 

11 ⠀⠀next few "ds4 

12 ,e?an  ,sup]b4 

13 444 

14 ⠀⠀⠀⠀⠀⠀@.<,frame #b@.> 

15 ,e?an  ,slipp$ my m9d4 

16 ,woman  ,e?an1 come on4 ,!y're yr p>5ts4 

17 ,e?an  ,no6 ,!y >e sadi/ic p :o took 

18 ⠀⠀pl1sure 9 ^1tortur+ _! *4 

19 ⠀⠀⠀⠀⠀⠀@.<,frame #c3 ,e?an is %[n z a * 

20 ⠀⠀⠀⠀play+ a video game1 :ile 8 "m is 

21 ⠀⠀⠀⠀po9t+ a f+] at hm4@.> 

22 ,"m  ,no m video games until y're d"o ) 

23 ⠀⠀yr home"w4 

24 ⠀⠀⠀⠀⠀⠀444 

(Return to Text) 
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Sample 14-12: Graphic Novel 
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1 ⠀⠀⠀⠀⠀⠀@.<,frame #a@.> 

2 ,kuaborsk ,ice ,prison #bif nautical 

3 ⠀⠀miles f ,ant>ctica 

4 ⠀⠀⠀⠀⠀⠀@.<,frame #b@.> 

5 ,capta9 ,ju/ice  @.</&+ at ! ice 

6 ⠀⠀prison@.> ,*ill \ "h = a :ile ,*aos4 

7 ⠀⠀⠀⠀⠀⠀@.<,frame #c@.> 

8 ,capta9 ,ju/ice  @.<fly+ away@.> ,h an 

9 ⠀⠀444 ,,ice ,,"d6 

10 ⠀⠀⠀⠀⠀⠀@.<,frame #d3 ,*aos look+ \ f 2h ! 

11 ⠀⠀⠀⠀ice@.> 

12 ⠀⠀⠀⠀⠀⠀@.<,frame #e3 ,a :irlw9d pulls 

13 ⠀⠀⠀⠀,*aos f ! ice@.> 

14 ⠀⠀⠀⠀⠀⠀@.<,frame #f@.> 

15 ,,fwipp6 @.<,s.d made z a grappl+ hook 

16 ⠀⠀3nect$ to a te!r %oots (f 9to 

17 ⠀⠀space4@.> 

(Return to Text) 
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Line-Numbered and Line-Lettered Text 
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15.1 Fundamentals 
15.1.1 This section focuses on a variety of numbering and lettering 

patterns found in the print left or right margin. This is seen 
most frequently with poetry and plays, but it is used also for 
referencing a specific line or paragraph for discussion or 
activities in prose. (See Formats, §13, Poetry and Song 
Lyrics and §14, Plays, Cartoons, and Graphic Novels.) 

15.1.2 A Braille Reader’s Perspective. General braille rules tell 
the braille reader that a grade 1 symbol indicator precedes a 
letter and a numeric indicator precedes a number. It is best 
to always follow this rule for consistency, especially when 
transcribing material for younger children. Using grade 1 or 
numeric indicators for line numbers/letters unequivocally 
identifies whether the character at the end of a line is a 
letter or number, making it easier for the reader to 
determine whether the character is there to show a rhyme 
scheme or a line number. 

15.2 Margin-Numbered Paragraphs 
15.2.1 Margin-numbered print paragraphs may have numbers in 

the right or left margin that are typically used as a reference 
for discussion. 
a. Follow print for blocked or indented paragraphs. 
b. Insert the paragraph number before the beginning of the 

paragraph. 
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c. Number every paragraph, even if only some paragraphs 
are numbered in print. 

(See Sample 15-1: Margin-Numbered Paragraphs on page 
15-8.) 

15.3 General Provisions for Line-Numbered Text 
15.3.1 The following provisions apply to print line numbers in either 

the left or right margin. 
a. Line-numbered text may not appear on any line with a 

print or braille page number. 
b. Place the line number, with the numeric indicator, at the 

right margin of the braille line on which the print line 
begins. 

c. All line-numbered text ends so that at least two blank 
cells separate the text and the longest line number on 
the braille page. 

d. Do not repeat the line number when a print line is longer 
than one braille line. 

e. Follow print when a word is divided at the end of a line. 
f. Resume using the full width of the line after the 

completion of the line-numbered text. 
g. A transcriber’s note can extend to the right margin when 

placed before the beginning of, or following the end of, 
the line-numbered text. 

15.4 Line-Numbered Prose 
15.4.1 Prose is ordinary speech or writing without rhyme or meter. 

Observe the following guidelines, in addition to the points 
outlined in Formats, §15.3: 
a. Follow print for indented or blocked paragraphing. 
b. Every print line of prose is numbered in braille, even 

when the lines are not numbered in print. 
c. Three blank cells precede a new print line when it begins 

in the middle of a braille line. Do not insert three blank 
cells before a new print line when it begins a new braille 
line. (See Sample 15-2: Prose Numbered Every Ten Lines 
on page 15-9.) 
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d. On the Transcriber’s Notes page, inform the reader about 
the function of the three blank cells when line-numbered 
prose occurs in more than one section in a volume. Insert 
a transcriber’s note before the text when the three blank 
cells is used in only one section. Sample: 

Three blank cells occurring within a braille line indicate the 
beginning of a new print line. 

(See Sample 15-3: Line-Numbered Prose with Transcriber’s 
Note on page 15-10.) 

e. Two individually numbered print lines cannot start on the 
same braille line, as only one line number can be at the 
margin. (See Sample 15-4: Short Numbered Lines on 
page 15-11.) 

15.5 Line-Numbered Poetry 
15.5.1 Poetry is typically written in meter or verse. Observe the 

following guidelines, in addition to the points outlined in 
Formats, §15.3: 
a. Use poetry format. (See Formats, §13, Poetry and Song 

Lyrics.) 
b. Follow print for line numbers. Do not add numbers that 

do not occur in print. 
c. Maintain the two-cell margin before print line numbers 

whether these numbers are implied or actually shown. 
(See Sample 15-5: Poetry Line Numbers on page 15-12.) 

15.5.2 When a play is written in verse, observe the following 
guidelines: 
a. Use format outlined above in Formats, §15.5.1 a–c. 
b. Insert three blank spaces in braille when in print a 

significant blank space is left between the speaker’s 
name and the first word of the dialogue. A transcriber's 
note is required explaining this format.  

(See Sample 15-6: Lines of Dialogue on page 15-13.) 
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15.6 Interspersed Line-Numbered Prose and Verse 
15.6.1 Each prose and verse section is formatted according to the 

guidelines for indention patterns for that format. 
a. Prose. Every print line is numbered. 
b. Verse. Use only the line numbers shown in print. 
(See Sample 15-7: Mixed Prose and Poetry on page 15-14.) 

15.7 Poetic Rhyme Scheme 
15.7.1 Paragraph Format. Follow print for spacing and 

capitalization when a rhyme scheme is indicated by a linear 
sequence of lowercase letters within the narrative body of 
text. Retain font attributes used for rhyme scheme letters. 
The rhyme scheme letter should be on a line with at least 
one word of the material to which it applies. 

Example 15-1: Poetic Rhyme Scheme within Body of Text 

 

,! rhyme s*eme 9 ^! l9es ( ,y1ts 

.1,resurrec;n is abba4 ,i saw a />+ 

virg9 /& .2a _/ ,": holy ,dionysus 

di$1 .2;b _/ ,& te> ! he>t \ ( 8 

side1 .2;b _/ ,& lay ! he>t ^u h] h& .2a 

15.7.2 Poetry with Line-Lettered Rhyme Scheme 
a. Use poetry format. (See Formats, §13, Poetry and Song 

Lyrics.) 
b. Line-lettered text cannot appear on any line with a print 

or braille page number. 
c. Use line number format (see Formats, §15.5) when 

rhyme scheme letters are printed in either the left or 
right margin. 

d. Place each letter, preceded by the grade 1 indicator as 
required, at the right margin of the braille line on which 
the lettered line begins. 

e. Omit font attributes. 
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f. Do not repeat the letter when a print line requires more 
than one braille line. 

g. End all lines in this format so that at least two blank cells 
are left before the rhyme scheme letters. 

Example 15-2: Rhyme Scheme in Right Margin 

 

,he is t fall5 l.e t lies z hurl$1     a 

,t lies unlift$ n[1 come dew1 come    ;b 

⠀⠀ru/1 

,b / lies po9t$ z x pl[$ ! du/4       ;b 

,if we :o si<t al;g x r.d ! _w         a 

,see no?+ wor?y to h be5 xs m>k1      ;c 

15.7.3 Poetry with Line-Numbered Rhyme Scheme. Observe 
the following guidelines, in addition to the points outlined in 
Formats, §15.7.2: 
a. Use poetry format. (See Formats, §13, Poetry and Song 

Lyrics.) 
b. Follow print for line numbers. Do not add numbers that 

do not occur in print. 
c. Place line numbers, preceded by the numeric indicator, at 

the right margin. 
d. Position the letters of the rhyme scheme so that they end 

one cell before the longest line number on the braille 
page. 

(See Sample 15-8: Poem with Line Numbers and Rhyme 
Scheme on page 15-16.) 

15.8 Counted Words 
15.8.1 Word counts are used for timed readings and typing tests. 

The numbers fall at the end of the print line. 
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a. Treat counted words as line-numbered text, leaving three 
spaces at the end of each line of text. 

b. Insert a transcriber’s note explaining the use of the three 
blank cells, and that the number refers to the end of the 
print line. Sample: 

Three blank cells indicate the end of a print line. The 
numbers in the right margin are the number of words read at the 
point of the three blank cells. 

c. Insert a blank line between the transcriber’s note and the 
beginning of the line-numbered material. 

(See Sample 15-9: Marginal Numbers Indicating Words Read 
on page 15-17.) 

15.9 Verse-Numbered Texts in Religious Material 
15.9.1 Specific formats and guidelines are provided by many 

sponsoring agencies for the transcription of religious 
materials. 

15.9.2 Follow print when the print is in paragraph format and verse 
numbers are within the paragraphs. 

15.9.3 When text is in verse format: 
a. Begin each verse on a new line using 3-1 margins. 
b. Place the verse number, including the numeric indicator, 

at the right margin of the first braille line in the verse. 
c. All lines of text in this format end so at least two blank 

cells are left before the beginning of the longest verse 
number on the braille page. 

d. Do not repeat the verse number if it is more than one 
line. 

e. All notes to the text are at the bottom of the print page. 
f. Do not place line-numbered text on any line with a print 

or braille page number. 
g. Note changes in print format on the Transcriber’s Notes 

page. 
(See Sample 15-10: Marginal Numbers Used for Verse 
Numbers on page 15-18.) 
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15.10 Samples 
Sample 15-1: Margin-Numbered Paragraphs, page 15-8 
Sample 15-2: Prose Numbered Every Ten Lines, page 15-9 
Sample 15-3: Line-Numbered Prose with Transcriber’s Note, 

page 15-10 
Sample 15-4: Short Numbered Lines, page 15-11 
Sample 15-5: Poetry Line Numbers, page 15-12 
Sample 15-6: Lines of Dialogue, page 15-13 
Sample 15-7: Mixed Prose and Poetry, page 15-14 
Sample 15-8: Poem with Line Numbers and Rhyme Scheme, 

page 15-16 
Sample 15-9: Marginal Numbers Indicating Words Read, 

page 15-17 
Sample 15-10: Marginal Numbers Used for Verse Numbers, 

page 15-18 
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Sample 15-1: Margin-Numbered Paragraphs 

 

5 ⠀⠀#bj ,n[1 ! wolf _h put on ! old lady's 

6 %awl & cap & slipp$ 9to ! b$4 ,try+ to 

7 imitate ,gr&ma's quav]+ ll voice1 he 

8 repli$3 8,op5 ! lat* & come in60 

9 ⠀⠀#ba 8,:at a deep voice y h10 sd ! ll 

10 girl 9 surprise4 

11 ⠀⠀#bb 8,! bett] to greet y )10 sd ! 

12 wolf4 

13 ⠀⠀#bc 8,gd;s1 :at big eyes y h40 

14 ⠀⠀#bd 8,! bett] to see y )40 

15 ⠀⠀#be 8,& :at big h&s y h60 exclaim$ ,ll 

16 ,r$ ,rid+ ,hood1 /epp+ ov] to ! b$4 

(Return to Text) 
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Sample 15-2: Prose Numbered Every Ten Lines 

5 ⠀⠀,h[ (t51 9 h] wak+ h\rs & 9 h]    #bgi 

6 dr1ms1⠀⠀⠀_h %e />t$ 9 wild horror   #bhj 

7 & cov]$ h] face⠀⠀⠀) h] h&s z %e     #bha 

8 ?"\ ( h] lov] op5+ !⠀⠀⠀door on !    #bhb 

9 o!r side ( : wait$ ! cruel fangs 

10 ( ! tig]6                           #bhc 

11 ⠀⠀,b h[ m* (t5] _h %e se5 hm at !   #bhd 

12 o!r⠀⠀⠀door6 ,h[ 9 h] griev\s        #bhe 

13 r"eies _h %e gna%$⠀⠀⠀h] tee? &      #bhf 

14 torn h] hair1 :5 %e saw 8 />t ( 

15 raptur\s deli<t z he op5$ ! door (  #bhg 

16 ! lady6⠀⠀⠀,h[ h] s\l _h burn$ 9     #bhh 

17 agony :5 %e _h se5⠀⠀⠀hm ru% to      #bhi 

18 meet t woman1 ) h] flu%+ *eek⠀⠀⠀&   #bij 

19 sp>kl+ eye ( triumph2 :5 %e _h se5 

20 hm 

(Return to Text) 
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Sample 15-3: Line-Numbered Prose with Transcriber’s Note 

1 ⠀⠀⠀⠀⠀⠀@.<,?ree blank cells o3urr+    #,- 

2 ⠀⠀⠀⠀)9 a brl l9e 9dicate ! 2g9n+ ( a new 

3 ⠀⠀⠀⠀pr9t l9e4@.> 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ,x ra9$ all afn 9 a s+le t"o4 ,9 !    #a 

6 uni=m & p1ce;l⠀⠀⠀9t5s;y y cd he> !    #b 

7 wat] fall1 ! way x is :5 y travel 

8 all⠀⠀⠀afn on a tra94 ,b )\t \r        #c 

9 notic+ x1 ! ra9 0 p5e-⠀⠀⠀trat+ too    #d 

10 deeply 9to \r s5ses4 ,e>ly ,mon"d 

11 morn+1 :5 we⠀⠀⠀clos$ ! door to avoid  #e 

12 ! cutt+1 icy draft t blew 9 f ! 

13 c\rty>d1 \r s5ses _h be5 fill$ )      #f 

14 ra94 ,& on ,mon"d 

(Return to Text) 
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Sample 15-4: Short Numbered Lines 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ #,- 

2 & dang]\s dive1 z if try+ to        #bab 

3 escape ,graves ,regi/ra;n1 ":       #bac 

4 he wd 2 ta7$ & s5t home             #bad 

5 "u a flag1 d1d ( a he>t attack4     #bae 

6 ⠀⠀8,%ut up1 44460 ! soldi]          #baf 

7 hiss$1 b ,paul ,b]l9 cd n           #bag 

8 /op gi7l+1 rememb]+3 sc>$           #bah 

9 to d1?4                             #bai 

10 ⠀⠀,lat] !y wad$ 9 af hm1            #bbj 

11 prob+ = ,billy ,boy ) _!            #bba 

12 rifle butts1 elegantly &            #bbb 

13 delicately⠀⠀⠀prob+ = ,billy ,boy 9  #bbc 

14 ! /9k+⠀⠀⠀paddy1 s++,-"s ( !m,-      #bbd 

(Return to Text) 
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Sample 15-5: Poetry Line Numbers 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 

2 ,de>1 b1ute\s ,d1?2 ! jewel ( ! j6 

3 ⠀⠀,%9+ no": b 9 ! d>k2 

4 ,:at my/]ies d lie 2y ?y du/1        #bj 

5 ⠀⠀⠀⠀,cd man \tlook t m>k6 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ,he t ha? f.d "s fl$g$ birdes ne/ 

8 ⠀⠀⠀⠀⠀⠀may "k 

9 ⠀⠀,at f/ si<t if ! bird 2 fl[n2 

10 ,b :at fair dell or grove he s+s 9 

11 ⠀⠀⠀⠀⠀⠀n[1 

12 ⠀⠀⠀⠀,t is to hm un"kn                #be 

(Return to Text) 
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Sample 15-6: Lines of Dialogue 

3 ,,caes>3 ,calpurnia6 

4 ,,casca3⠀⠀⠀,p1ce1 ho6 ,caes> sp1ks4 

5 ,,caes>3⠀⠀⠀,calpurnia6 

6 ,,calpurnia3 ,"h1 my "l4 

7 ,,caes>3 ,/& y directly 9 

8 ⠀⠀⠀⠀,antonius' way1 

9 ⠀⠀,:5 he do? run 8 c\rse4 

10 ⠀⠀⠀⠀,antonius6 

11 ,,antony3 ,caes>1 my "l8              #e 

12 ,,caes>3 ,=get n1 9 yr spe$1 

13 ⠀⠀⠀⠀,antonius1 

14 ⠀⠀,to t\* ,calpurnia2 = \r eld]s 

15 ⠀⠀⠀⠀say1 

16 ⠀⠀,! b>r51 t\*$ 9 ? holy *ase1 

17 ⠀⠀,%ake (f _! /]ile curse4 

18 ,,antony3⠀⠀⠀,i % rememb]3 

19 ⠀⠀,:5 ,caes> says ,8d ?1,0 x is      #aj 

20 ⠀⠀⠀⠀p]=m'd4 

21 ,,caes>3 ,set on2 & l1ve no c]emony 

22 ⠀⠀⠀⠀\4 

(Return to Text) 
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Sample 15-7: Mixed Prose and Poetry 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#ajg 

2 ,second ,citiz54 ,truly1 ,sir1 all   #ba 

3 ⠀⠀t ,i live by is ) ! awl2 ,i m$dle 

4 ⠀⠀)⠀⠀⠀no tradesman's matt]s1 nor     #bb 

5 ⠀⠀wom5's matt]s1 b ) awl4⠀⠀⠀,i am    #bc 

6 ⠀⠀9de$1 sir1 a surgeon to old %oes2 

7 ⠀⠀:5 !y >e 9⠀⠀⠀grt dang]1 ,i         #bd 

8 ⠀⠀re-cov] !m4 ,z prop] m5 z "e trod 

9 ⠀⠀^u⠀⠀⠀n1t's-l1!r h g"o ^u my        #be 

10 ⠀⠀h&i"w 

11 ,flavius4 ,b ":=e >t n 9 ?y %op td8 

12 ⠀⠀,:y do/ ?\ l1d ^! m5 ab ! /reets8 

13 ,second ,citiz54 ,truly1 sir1 to     #bh 

14 ⠀⠀we> \ _! %oes to get myf 9to m 

15 ⠀⠀"w4 ,b 9de$1 sir1 we make holi"d   #bi 

16 ⠀⠀to see ,caes> & to⠀⠀⠀rjc 9 8       #cj 

17 ⠀⠀triumph 

18 ,m>ullus4 ,":=e rjc8 ,:at 3que/ 

19 ⠀⠀⠀⠀br+s he home8 

20 ⠀⠀,:at tribut>ies foll[ hm to 

21 ⠀⠀⠀⠀,rome1 

22 ⠀⠀,to grace 9 captive bonds 8 *>iot 

23 ⠀⠀⠀⠀:eels8 

24 ⠀⠀,y blocks1 y /"os1 y worse ?an 

25 ⠀⠀⠀⠀s5se.s ?+s6 

—New Braille Page— 
1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀a#ajg 

2 ⠀⠀,o y h>d he>ts1 y cruel m5 (       #ce 

3 ⠀⠀⠀⠀,rome1 

4 ⠀⠀,knew y n ,pompey8 ,_m a "t & (t   #cf 

(Return to Text) 
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Sample 15-8: Poem with Line Numbers and Rhyme Scheme 

5 ⠀⠀⠀⠀⠀⠀@.<,! poem has l9e numb]s & a 

6 ⠀⠀⠀⠀rhyme s*eme4 ,! l9e numb]s >e e fif? 

7 ⠀⠀⠀⠀l9e & at ! "r m>g94 ,! lr$ rhyme 

8 ⠀⠀⠀⠀s*eme is on e l9e & appe>s 2f ! l9e 

9 ⠀⠀⠀⠀numb]s4@.> 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ,i wond] d y feel to-"d            a 

12 ⠀⠀,z ,i h felt s9ce1 h& 9 h&1     ;b 

13 ,we sat d[n on ! grass1 to /ray    a 

14 ⠀⠀,9 _s bett] "? ! l&1            ;b 

15 ,? morn ( ,rome & ,may8            a⠀⠀#e 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ,= me1 ,i t\*$ a ?"\1 ,i "k1      ;c 

18 ⠀⠀,has tantaliz$ me _m "ts1       ;d 

19 "<,l turns ( ?r1d ! spid]s ?r[    ;c 

20 ⠀⠀,mock+ acr \r pa?"> = rhymes    ;d 

21 ,to cat* at & let g4              ;c⠀#aj 

(Return to Text) 
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Sample 15-9: Marginal Numbers Indicating Words Read 

5 ⠀⠀⠀⠀⠀⠀@.<,?ree blank cells 9dicate ! 5d 

6 ⠀⠀⠀⠀( a pr9t l9e4 ,! numb]s 9 ! "r m>g9 

7 ⠀⠀⠀⠀>e ! numb] ( ^ws r1d at ! po9t ( ! 

8 ⠀⠀⠀⠀?ree blank cells4@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀⠀⠀,! ,rat ,t ,_h a ,fa/ ,rate 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀,s&y _h a rat t ate fa/4 ,%e sd1 

13 8,t rat eats too⠀⠀⠀m*4 ,i m/ make !  #ac 

14 rat sl[ d[n40                        #ba 

15 ⠀⠀,s&y w5t to ! /ore & got t5 packs 

16 ( gum4 ,%e sd1⠀⠀⠀8,i w sme> ! gum    #cd 

17 on ! oats40 ,!n %e gave ! oats to    #dh 

18 ! rat4 8,"h >e "s oats10 %e sd4 8,y 

19 w h _1fun                            #fj 

20 eat+ !m40                            #fb 

(Return to Text) 
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Sample 15-10: Marginal Numbers Used for Verse Numbers 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#add 

2 ⠀⠀,?us did ,we %[ ,abraham ! k+dom   #gf 

3 ( ! h1v5s & ! e>? t he mi<t 2 ( ^? 

4 possess+ c]ta9ty3 

5 ⠀⠀,:5 ! ni<t grew d>k ^u hm he       #gg 

6 2held a />4 ,he sd3 ,? is my ,"l4 

7 ,b :5 x set1 he sd3 ,i love n ?+s t 

8 set4 

(Return to Text) 
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16.1 Fundamentals 
16.1.1 All types of notes are simply called notes in this section. 

Notes give the reader additional information, e.g., the 
pronunciation of a word, etc. 
Note: There are unique situations for specific types of notes, 
such as tables and gloss notes in foreign language texts. 
(See Formats, §16.5.) 

16.1.2 For the purposes of these guidelines, a print reference mark 
is defined as any number, letter, or character used to 
indicate that there is an additional note to the matter that is 
being discussed. 

16.1.3 Print uses many different symbols to indicate the presence 
of a note, e.g., asterisk, dagger, hollow dot, superscripted 
numbers or letters, etc. 

16.1.4 The print explanatory notes may be located: 
a. At the foot of the page. 
b. In the margin. 
c. Between lines of narrative text. 
d. In columns facing the narrative text. 
e. On a page facing the narrative text. 
f. Immediately above or below columned or tabular 

material. 
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g. In a note section, either at the end of each chapter or at 
the back of the book. 

h. Online, with a URL provided in print. In this case, the URL 
is transcribed, but the transcriber is not responsible for 
putting the actual notes in the braille edition. 

16.1.5 Corresponding braille notes may be located: 
a. At the end of the print page, separated from text by a 

separation line. 
b. Before or within tabular material. 
c. At the end of the chapter or volume. 
d. In a separate volume for heavily annotated text. 

16.1.6 A Braille Reader’s Perspective. Providing a braille format 
for notes is difficult because two things are required. Notes 
must be easy to find when necessary, but also easy to skip 
for uninterrupted reading. 

16.2 Print Reference Marks 
16.2.1 Usually a reference mark is printed in the text after the 

word(s) to be explained (e.g., word1, worda, word*, or 
word†). The reference mark is typically repeated in some 
form before the word at the beginning of the note (e.g., 
1. note, a note, *note, or †note). Follow print for the use of 
the reference marks. 

16.2.2 When print uses a symbol to indicate the presence of a note, 
use the braille equivalent that represents that print symbol. 
Follow print for spacing, capitalization, and punctuation. 
Braille reference marks should appear on the same braille 
line as the word (or last word) referenced. Examples of print 
reference marks and their braille equivalent (grade 1 
indicators are used as required but are not technically part 
of the symbol and should not be included in the Special 
Symbols list): 
Asterisk "9 
Dagger @,? 

Double Dagger @,] 

Superscripted number 1 ;9#a 

Superscripted letter b ;9b 

Superscripted hollow dot ;9"0 
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a. Place the reference mark as shown in print, either before 
or after the word or phrase being referenced. 

b. List all reference marks used, along with the print 
symbols they represent, on the Special Symbols page. 

c. Asterisks, daggers, and double daggers that appear 
raised from the baseline are not considered to be in the 
superscript position. (See UEB, §3.3.1, Asterisk, Dagger, 
and Double Dagger.) Retain the superscript format for all 
other symbols. 

Example 16-1: Book with Asterisk Reference Mark 

 

,hamlet"9 

"9,o!llo 

Example 16-2: Hollow Dot Reference Mark with Punctuation 

 

"<craft;9"0"> 

craft;9"04 

Example 16-3: Dagger Reference Mark with a Dash 

 

,n[ is ! "t = all brave m5 to fly to 

,m>s@,?,-!n come home4 

Example 16-4: Numbered and Lettered Notes 

 

script;9#a or libretto;9a 

(See Sample 16-1: Multiple Reference Marks on page  
16-17.) 
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16.3 Emphasis Used to Identify Reference Marks 
a. Follow print when emphasis is used to identify words or 

phrases with reference notes, e.g., all footnotes are 
underlined, blue print represents vocabulary, and 
highlighting represents glossary notes. 

b. When it is clear that one type of emphasis indicates 
notes, explain this in a transcriber’s note. Sample: 

All of the bold words in this volume have reference notes 
associated with them. 

Example 16-5: Reference Indicated by Underlining 

 

⠀⠀⠀⠀⠀⠀@.<,all "ul9$ ^ws 9 ! passage 2l h 

⠀⠀⠀⠀associat$ notes4@.> 

,telema*us' _1fr5zy /ruck "s"o z 

⠀⠀funny1 

& soon ! :ole room ro>$ ) lau<t] 

⠀⠀at hm1 

s t all t5.n pass$4 444             #agj 

16.4 Notes without a Reference Mark 
a. Some notes may appear in the margin, alongside the 

referenced text, using no print symbol or emphasis. 
b. Insert the word “note”, enclosed in transcriber’s note 

indicators, after the point of reference in the text. 
c. The embedded note must be on the same line as at least 

one word or phrase to which it applies. 
Note: Do not confuse marginal notes with sidebars. (See 
Formats, §12, Sidebars.) 
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Example 16-6: Note without a Print Reference Mark 

 

,t float+ /uff is call$ slag4 @.<note@.> 

,! slag is !n skimm$ (f4 

16.5 Notes 
16.5.1 Place notes at the end of the print page. 

a. Separate notes from text by a note separation line 
"333333 (5, 25, 25, 25, 25, 25, 25) across seven cells. 
The separation line cannot be on the last line of the 
braille page. 

b. Insert a blank line before a note separation line only 
when the blank line is required by other formats, such as 
the end of a list. Exception: To reinforce a change in 
context, insert a blank line before the page change 
indicator when the text after the page change indicator 
begins in the same cell as note runovers. Leave line 1 of 
the following braille page blank if the note ends on line 
25 and the text following the note begins in the same cell 
as the note runover. 

c. List notes in the order in which they appear in the text. 
Do not group them by symbol or typeform. 

d. Follow print for the use of reference marks. This may 
result in different marks being used at the point of 
reference within text and before the corresponding 
footnote. Do not add a reference mark if one is not used 
in print. Use 1-3 margins; for additional paragraphs in a 
note, use 5-3 margins. Note: Do not repeat transcriber-
defined indicators before notes when there are no print 
reference marks. (See Formats, §16.3b.) 

e. Use the entire width of the braille line for notes. 
f. Retain font attributes unless all notes using the same 

reference mark are entirely emphasized. Do not retain 
font attributes for line numbers. 

g. Notes may be separated by a title/heading or a blank line 
when there are multiple titles with separate note 
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references on one print page. Use cell-5 headings for the 
titles/headings. 

h. Do not insert a blank line between a note separation line 
and a title or heading. (See Sample 16-2: Notes with 
Headings on page 16-18.) 

i. Notes in tables are discussed in Formats, §16.8. 

Example 16-7: Note Placement 

 

⠀⠀8,i "k,-t's :at ,i'm say+,-! old 

/ories ab ! ka'ts9a _s@,? & ,yell[ 

,woman c't m1n u40 

⠀⠀444 

"333333 

@,?^1ka'ts9a ^1_s3 ,a m.ta9 _s ( ! 

⠀⠀,laguna ,pueblo ,9dians4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

------------------------------------#gbc 

⠀⠀,text 

(See Sample 16-3: Sequentially Numbered Notes on page 
16-20.) 
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Example 16-8: Note with Range of Line Numbers 

 

^1,juliet4 ,n pr\d y h1 b ?ank;l t 

⠀⠀⠀⠀y h4 

⠀⠀,pr\d c ,i n"e 2 ( :at ,i hate1   #afe 

⠀⠀,b ?ank;l ev5 = hate t is m1nt 

⠀⠀⠀⠀love4 @.<note@.> 

"333333 

#afd-#aff ,i'm n pl1s$1 b ,i am grate;l 

⠀⠀= yr 9t5;ns4 

Example 16-9: Highlighted Note Reference 

 

@#1,pr$aci\s1 fi]ce1 secretive1 maje/ic1 

& ev5 wise >e adjectives t describe ! 

[l4 

"333333 

^1pr$aci\s3 "*i/ic ( a pr$ator 

------------------------------------#abc 

444 

16.6 Gloss Notes in Foreign Language Texts 
Notes that translate words, phrases, or terms used in a 
foreign language text are considered gloss notes. Note: This 
formatting only applies to gloss notes; other types of 
reference notes in foreign language materials are placed as 
directed in Formats, §16.5. 
a. Place gloss notes in foreign language materials on the 

line following the material to which the note applies. 
b. Use 7-5 margins and follow print for any reference marks 

used. 
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c. If no print reference mark is used, insert an embedded 
transcriber’s note following the point of reference within 
the text. 

16.7 Miscellaneous Notes Issues 
16.7.1 Treat multiple-marked or unmarked reference points on the 

same line as separate references. (See Sample 16-4: Two 
Marked Notes on an Unnumbered Print Line on page 16-21.) 

Example 16-10: Two Unmarked Notes on a Numbered Print Line 

 

,brutus3 ,romans1 @.<note@.>         #ad 

⠀⠀c.trym51 @.<note@.> & lov]s6 ,he> 

⠀⠀me = my   cause1 & 2 sil5t1 t y    #ae 

⠀⠀may he>3 2lieve me4 

"333333 

#ad ,romans3 citiz5s ( ,rome 

#ad c.trym53 ,italians 

16.7.2 Transcribe each reference mark used at the same reference 
point as a separate indicator. Follow print order for these 
reference marks. 
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Example 16-11: Two Indicators at Same Reference Point 

 

,! seme/] 0 2g9n+ ) a flurry ( 

activities4 ,all ! /ud5ts 7 preo3upi$ ) 

! details ( ! syllabus@,?@,] t 0 

4sem9at$ by ! pr(essor at ! op5+ class4 

"333333 

@,?.1syllabus3 !⠀subject /udi$ = a 

⠀⠀"picul> c\rse 

@,].1syllabus3 a summ>y \tl9e ( a c\rse 

⠀⠀( /udy 

16.7.3 Notes with Pronunciation. Do not add a second 
uncontracted spelling for words with pronunciation. 

Example 16-12: Note with Pronunciation 

 

⠀⠀⠀⠀⠀⠀@.<,all "ul9$ ^ws 9 ! passage 2l h 

⠀⠀⠀⠀footnotes4@.> 

⠀⠀,! build+ _h a fe/ive air on ! \tside 

t 3tra/$ ) xs 9n] _1/aid;s4 ,ll by ll1 

,juan 0 absorb$ by 8 job1 & he felt at 

p1ce s9ce he 0 do+ "ey?+ he cd to get 8 

lr = ,m>iana4 

"333333 

^1/aid;s "</@-ad^.bn@+is"> ;n4 a quiet1 

⠀⠀(t5 /rait-lac$ dign;y 

------------------------------------#ahh 

444 



 16-10 Section 16 
Notes 

16.7.4 Notes Containing Displayed Quoted Material. When a 
note contains quoted matter set off from the body of the 
note by blank lines, quotation marks, change of margins, or 
font attributes, use the listed format of 1-3 for the note, and 
use the guidelines found in Formats, §9, Displayed Material, 
Attributions, and Source Information. (See Sample 16-5: 
Note with a Quote on page 16-22.) 

16.7.5 Notes Referring to Notes on a Different Page or in a 
Different Volume. When a note refers to another note 
located on a different page or in a different volume, repeat 
the referenced note after the original note. Transcribe 
multiple-referenced notes in the order mentioned in the 
original note. 
a. Transcribe the note on the current page using 1-5 or 1-7 

margins, depending on the number of references included 
in the note. Use a nested list format if more than two 
additional levels of references are included. The nested 
list format for notes is used only on these pages. Use 1-3 
margins for notes on all other pages. 

b. Transcribe the note referencing the first note using 3-5 or 
3-7 margins, depending on the number of notes. 

c. Use 5-7 margins for a note referencing the second note. 
d. Include both page location information and reference 

marks, when given. 
Note: Do not repeat a referenced note in a volume of 
endnotes, where notes are transcribed exactly as written. 
(See Sample 16-6: Repeated Note on page 16-23.) 

16.7.6 Notes Continued on Additional Print Pages. When a 
note is divided between print pages, complete the entire 
note on the print page on which it begins (before the print 
page change indicator). When the continuation of a print 
note is the only material on the following page, place the 
page change indicator following the note. Treat the page 
with the continued note as if it is blank; combine that print 
page number with the following print page number. (See 
Sample 16-7: Continued Note on Next Print Page on page 
16-24.) 
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16.7.7 Notes on Facing Pages. Use combined print page numbers 
when transcribing text and notes printed on facing pages. 
Lettered continuation pages require the combined print page 
numbers. (See Sample 16-8: Notes on Facing Page on page 
16-26.) 
a. An agency may request that notes be provided in a 

separate volume(s) when a book has text and notes on 
facing pages. In this situation, use combined page 
numbers in both volumes of text and notes. Indicate that 
the notes are in a separate volume on the Transcriber’s 
Notes page. Sample: 

The text and the notes to the text are in separate volumes. 
b. The following is an example of the volume and page 

numbering for the individual volumes. The text is in the 
first volume, with notes in the following volume. 

Volume 3 
Braille pages t1-t5 and 1-67 
Print pages 45-a70  

 
Volume 4 
Braille pages t1-t5 and 1-55 
Print pages 45-a70 

16.8 Notes in Tables and Columned Material 
16.8.1 Notes in Table Format 

a. Place notes before tables as, in most situations, they 
need to be read before reading the table to understand 
the entries in the table. 

b. Insert a transcriber’s note before the table. Sample: 
Note(s) in the table below. 

c. Do not include the note(s) within the transcriber’s note. 
d. Place a blank line after the transcriber’s note and then 

insert the reference note(s). 
e. Use 1-3 margins for all notes. 
f. Begin each note with the appropriate reference mark, 

followed by the note on the same line. 
g. Do not leave blank lines between notes. 
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h. Other transcriber’s notes follow the reference note(s). 
(See Sample 16-9: Note in Column Entry on page 16-27.) 

16.8.2 Notes in Alternate Table Formats. Insert notes to listed, 
linear, and stairstep tables within the table. 
a. Use 7-5 margins for all notes. 
b. Do not leave a blank line between notes. 
c. Listed format: Insert the note on the next line after the 

completion of the cell entry. 
d. Linear format: Insert the note on the next line after the 

completion of the entire row. 
e. Stairstep format: Insert the note on the next line after 

the completion of the cell entry. 
f. A reference mark may be included in a keyed 

transcriber’s note. Insert the note after the completion of 
the transcriber’s note explaining the key. 

(See Sample 16-10: Notes in a Listed Table on page 16-28.) 

16.9 Endnotes 
16.9.1 Notes may be combined in a special section at the end of a 

chapter or at the end of a book. Usually endnote sections 
use consecutive superscript numbers within the chapter and 
do not use font attributes. 

16.9.2 General Provisions for Endnote Sections 
a. Follow print for the placement of endnote sections at the 

end of each chapter. 
b. Endnotes at the end of a book generally are divided and 

placed at the end of the volume in which the references 
appear. 

c. Extensive endnote sections may be placed in a separate 
volume. This transposition of endnotes must be 
mentioned on the Transcriber’s Notes page in each 
volume. Sample: 

The endnotes to the text are in a separate volume. 
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Example 16-13: Extensive Notes in a Separate Volume (Print Only) 

 

16.9.3 Format of Endnotes 
a. Begin an endnote section on a new braille page. 
b. Insert the heading NOTES if the text does not include a 

heading at the beginning of the note section. Enclose it in 
transcriber’s note indicators, on line 1 (line 3 if a running 
head is used). 

c. Use 1-3 margins for each endnote. 
d. Do not add print page numbers to the notes if they do 

not appear in print. 
e. Before the note section in each volume, repeat lists of 

abbreviations for book/magazine titles referred to in the 
endnotes. List the abbreviations using 1-3 margins and 
follow print for punctuation, capitalization, and font 
attributes. Also follow print for the capitalization and use 
of font attributes for the abbreviations within the 
endnote. 
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Example 16-14: List of Note Abbreviations (Print Only) 

 

(See Sample 16-11: Endnotes on page 16-30.) 

16.9.4 Endnote Sections without Reference Marks. If the 
endnote section shows only print page numbers and/or print 
line numbers, and there are no print reference marks in the 
body of the text: 
a. Begin each endnote with the print page number. Include 

the line number as well as the print page number for 
line-numbered material. 

b. Do not insert a reference mark within the text. 
c. Do not include braille line numbers in the note section. 

16.10 Heavily Annotated Materials 
16.10.1 Extensive notes can interrupt the flow of reading. The 

requesting agency may choose to: 
a. Create an endnote section at the end of a volume. 
b. Move the notes to a separate volume, retaining print 

page numbers. 

16.11 Keying Technique for Marginal Labels 
16.11.1 Labels printed in the margin can be intrusive in braille and 

great care needs to be taken to not interrupt the flow of text 
any more than necessary. List the labels in a key before the 
text. 
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a. Devise a key by assigning letters for each label that 
reflect the meaning of the print label. 

b. Do not use numbers as a key for marginal labels. 
c. Do not use contractions or letters that comprise short 

form words as keys for marginal labels. 
d. Leave a blank line before and after the list of keyed 

items. 
e. Use 1-3 margins for key items and list them in the order 

in which the labels occur in the accompanying text. 
Note: The dot locator for “mention” is not required 
preceding letters that represent keys. 

f. The complete key is enclosed in a transcriber’s note. 
Place the closing transcriber’s note indicator following the 
last item in the list. 

g. In the text, insert the assigned key, followed by a space, 
before the appropriate material. Use braille grouping 
indicators to enclose the affected text. Explain this usage 
in a transcriber’s note. Sample: 

In print, labels appear in the margin of the following letter. 
In braille, the labels are keyed. The keyed label is inserted 
before the beginning of the text to which it applies. Labeled 
phrases or sentences are enclosed in braille grouping indicators. 

Symbols used below: 
 

.=< Opening braille grouping indicator 

.=> Closing braille grouping indicator 
 

Key to labels: 

ti Title  
au Author (last name first)  
yb Year of birth  
dp Date of publication  
pu Publishers 

(See Sample 16-12: Marginal Labels on page 16-32 and 
Sample 16-13: Labeled Letter on page 16-34.) 
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16.12 Samples 
Sample 16-1: Multiple Reference Marks, page 16-17 
Sample 16-2: Notes with Headings, page 16-18 
Sample 16-3: Sequentially Numbered Notes, page 16-20 
Sample 16-4: Two Marked Notes on an Unnumbered Print 

Line, page 16-21 
Sample 16-5: Note with a Quote, page 16-22 
Sample 16-6: Repeated Note, page 16-23 
Sample 16-7: Continued Note on Next Print Page, page  

16-24 
Sample 16-8: Notes on Facing Page, page 16-26 
Sample 16-9: Note in Column Entry, page 16-27 
Sample 16-10: Notes in a Listed Table, page 16-28 
Sample 16-11: Endnotes, page 16-30 
Sample 16-12: Marginal Labels, page 16-32 
Sample 16-13: Labeled Letter, page 16-34 
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Sample 16-1: Multiple Reference Marks 

 

1 "9,,$s4 ,,note,-,orwell 0 writ+ 9    #,- 

2 ⠀⠀#aicf1 :5 ,hitl] & ,/al9 7 9 p[] & ,_w 

3 ⠀⠀,w> ,,ii 0 only ?ree ye>s away4 

4 "9"9,,$s4 ,,note,-.1,raj3 sov]eignty4 

5 "9"9"9,,$s4 ,,note,-,f "t immemorial4 

6 @,?,,$s4 ,,note,-,9 t]roriz+ hm4 

7 @,],,$s4 ,,note,-,t is1 g"o 9to an 

8 ⠀⠀uncontrollable fr5zy4 

(Return to Text) 
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Sample 16-2: Notes with Headings 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,i l a look ( ,agony      #bfh 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,emily ,dick9son 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ,i l a look ( ,agony1 

6 ,2c ,i "k x's true,- 

7 ,m5 d n %am ,3vul.n1 @.<note@.> 

8 ,nor simulate1 a ,?roe,- @.<note@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,! ,eyes glaze once,-& t is ,d1?,-    #e 

11 444 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀⠀⠀⠀⠀8,gd ,ni<t1 ,willie ,lee1 

14 ⠀⠀⠀⠀⠀⠀⠀,i'll ,see ,y 9 ! ,morn+0 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,alice ,walk] 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ,look+ d[n 9to my "f's 

19 444 

20 te>s1 )\t smiles                      #e 

21 )\t regrets 

22 b ) .1civil;y;9#a 

23 444 

—New Braille Page—
1 "333333                            a#bfh 

2 ⠀⠀⠀⠀,i l a look ( ,agony 

3 #c ^1%am ^1,3vul.n3 pret5d to h a 

4 ⠀⠀seizure4 

5 #d ^1,?roe3 sudd5 surge ( pa94 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀8,gd ,ni<t1 ,willie ,lee1 ,i'll ,see 

8 ⠀⠀⠀⠀,y 9 ! ,morn+0 

9 #a ^1civil;y3 polite;s1 especially 444 

(Return to Text) 
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Sample 16-3: Sequentially Numbered Notes 

 

15 ⠀⠀,to my ,"l's;9#a 9 ! morn+1 ": ,i met 

16 ) ,capta9 ,cutt.e4 ,b my ,"l n 2+ up1 ,i 

17 w5t \ to ,*>+ ,cross to see ,major 

18 ,g5]al ,h>rison;9#b hang$1 drawn1 & 

19 qu>t]$,-: 0 d"o "!,-he look+ z *e];lly z 

20 any man cd d 9 t 3di;n4 444 

21 "333333 

22 #a4 ^1my ^1,"l's3 ,$w>d ,montagu 

23 ⠀⠀"<#afbe-#afgb">1 e>l ( ,s&wi*2 he 0 a 

24 ⠀⠀c\s9 ( ,pepys & 8 sup]ior at ! ,naval 

25 ⠀⠀,(fice4                            #,- 

—New Braille Page—
1 #b4 ^1,h>rison3 ,?omas ,h>rison    b#edd 

2 ⠀⠀"<#afjf-#affj">1 "o ( ! p responsible 

3 ⠀⠀= ! execu;n ( ,k+ ,*>les ,i 9 #afdi4 

4 ------------------------------------#ede 

5 444 

(Return to Text) 
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Sample 16-4: Two Marked Notes on an Unnumbered Print Line 

 

1 ,ha? 9 ! skirts ( ,norway "h & "!    #,- 

2 ,%>k'd up;9"0 a li/ ( law.s 

3 ⠀⠀resolutes1;9"0 

4 ,= food & diet1;9"0 to "s 5t]prise 

5 ,t ha? a /oma* 9't2 : is no o!r 

6 444 

7 "333333 

8 ^1,%>k'd ^1up ,got tgr 9 haphaz>d 

9 ⠀⠀fa%ion2 

10 ^1resolutes ,desp]adoes4 

11 ^7food & diet^' ,no pay b _! keep4 

12 ------------------------------------#bii 

13 444 

(Return to Text) 
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Sample 16-5: Note with a Quote 

 

1 ⠀⠀,8,%]idan w n su3e$ at ,ba? ) 8   a#,- 

2 oratory4 ,ridicule has g"o d[n 2f hm1 &1 

3 ,i d\bt1 ,d]rick is 8 5emy4,0"9 

4 "333333 

5 "9,mr4 ,%]idan 0 !n r1d+ lectures ^u 

6 ⠀⠀,oratory at ,ba?1 ": ,d]rick 0 ,ma/] ( 

7 ⠀⠀! ,c]emonies2 or1 z ! phrase is1 ,,k+ 

8 ⠀⠀,,boswell4 ,dr4 ,p>r1 :o knew ,%]idan 

9 ⠀⠀well1 describes hm ,8z a wr;g-h1d$1 

10 ⠀⠀:imsical man4,0 444 ,take a sample3 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀8.1,n"o b ! brave 

13 ⠀⠀⠀⠀,n"o b ! .1brave4 

14 ⠀⠀⠀⠀,n"o .1b ! brave des]ve ! fair40 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 ⠀⠀⠀⠀,nau<ty ,ri*>d .<;,r4 ;,b4 

17 ⠀⠀,%]idan.>1 l ,gallio1 seem$ to c>e n"\ 

18 ⠀⠀= ^! ?+s4,0 ,moore's .1,%]idan1 i4 #i1 

19 ⠀⠀#aa4 

(Return to Text) 
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Sample 16-6: Repeated Note 

 

1 444                                  #gb 

2 ,d y feel t x is a3eptable = a c\nselor 

3 to act z an exp]t 9 viabil;y,-or 

4 employ;t opportunities t cd result f a 

5 music $uca;n;9#d8 

6 "333333 

7 ;9#d,see3 .7,a ,bl ,music ,/ud5t's 

8 ⠀⠀,college ,survival ,guide.' 

9 -------------------------------------#gc 

10 444 

11 ,&1 h[ _m >e aw>e t publi%$ labor 

12 /ati/ics cle>ly 4pel ^! my?s;9#e8 

13 444 

14 "333333 

15 ;9#e,see note #d4 

16 ⠀⠀;9#d,see3 .7,a ,bl ,music ,/ud5t's 

17 ⠀⠀⠀⠀,college ,survival ,guide.' 

(Return to Text) 
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Sample 16-7: Continued Note on Next Print Page 
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1 444 n"e 3fess$ until n[4           a#dcc 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,f ,susy's ,biography4 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀,at la/ x 0 "t = papa to return to 

6 ⠀⠀,h>t=d1 & ,langdon 0 r1l sick at t "t1 

7 ⠀⠀b / mamma decid$ to g ) hm1 ?9k+ ! 

8 ⠀⠀j\rney mi<t d hm gd4 ,b af !y r1*$ 

9 ⠀⠀,h>t=d he 2came v sick1 & 8 tr\ble 

10 ⠀⠀proov$ to 2 dip!]ia4#aj ,he di$ ab a 

11 ⠀⠀week af mamma & papa r1*$ ,h>t=d4 444 

12 ⠀⠀,br[n+1 ,sir ,*>les ,dilke1 ,mr4 

13 ⠀⠀,*>les ,r1de1 ,mr4 ,william ,black1 

14 "333333 

15 ;9#aj;his tr\ble prov$ to 2 dip!]ia 444 

16 ⠀⠀buri$ 444 at ,elmira1 ,new ,york4 

17 ⠀⠀,langdon ,clem5s1 born prematurely1 0 

18 ⠀⠀n"e robu/ & 0 sl[ to develop4 444 

19 ⠀⠀9cl9$ to blame hmf unju/ly0 "<,,ls3 

20 ⠀⠀,crane to ,pa9e1 #be ,may #aiaa1 

21 ⠀⠀photocopy 9 ,,cu-,,m>k1 444 #ahgb to 

22 ⠀⠀,,oc & ,,mec1 #hf">4 

23 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

24 ------------------------------------#dcd 

25 ⠀⠀,"l ,h"\on1 ,frank ,buckl&1 ,mr4 444 
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20 ⠀⠀⠀⠀⠀⠀,re5t] ,antony4 

21 "333333 

22 #adc ^1resolv'd 3v9c$4 

23 444 

24 #aei ^1falls ^1%rewdly happ5s to an 

25 ⠀⠀extreme degree4 ,"!=e1 8,my        #,- 

—New Braille Page—
1 ⠀⠀suspicions un=tunately >e   b#ajj-#aja 

2 ⠀⠀alw a3urate40 
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Sample 16-9: Note in Column Entry 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,table #g4a           #,- 

2 ⠀⠀⠀⠀,social ,readju/;t ,rat+ ,scale 

3 ⠀⠀⠀⠀⠀⠀"<f ,holmes & ,rahe1 #aifg"> 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 ⠀⠀⠀⠀⠀⠀@.<,note to table 5try4@.> 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 "9 ,m>riage 0 >bitr>ily assign$ a /ress 

8 ⠀⠀value ( #ejj2 444 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,m1n 

11 ,rank  ,life ev5t                 value 

12 "3333  "333333333333333333333333  "33333 

13 #a ""  ,d1? ( sp\se """"""""""""  #ajj 

14 #b ""  ,divorce """"""""""""""""   #gc 

15 #c ""  ,m>ital sep>a;n """""""""   #fe 

16 #d ""  ,jail t]m """""""""""""""   #fc 

17 #e ""  ,d1? ( close family memb]   #fc 

18 #f ""  ,p]sonal 9jury or ill;s     #ec 

19 #g ""  ,m>riage """"""""""""""""   #ej"9 

20 444 

(Return to Text) 
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Sample 16-10: Notes in a Listed Table 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,ma9 ,products ( !        #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,_w's ,m9es 

3 7777777777777777777777777777777777777777 

4 ⠀⠀⠀⠀⠀⠀@.<,key3 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,annual3 ,,annual ,,produc;n"9 

7 ,produc]s3 ,,l1d+ ,,produc]s "<.0 

8 ⠀⠀,,total">@.> 

9 ⠀⠀⠀⠀⠀⠀"9#a1jjj ,metric tons 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,preci\s ,metals 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀⠀,,product3 silv] 

14 ,annual3 #af 

15 ,produc]s3 ,mexico "<#ae.0">1 ,u4,s4 

16 ⠀⠀"<#ab.0"> 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ⠀⠀⠀⠀,,product3 gold 

19 ,annual3 #b 

20 ,produc]s3 ,s\? ,africa "<#bh.0">1 

21 ⠀⠀,u4,s4 "<#ad.0"> 
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1 ⠀⠀⠀⠀,,product3 plat9um               a#,- 

2 ,annual3 #j4c 

3 ,produc]s3 ,s\? ,africa "<#ej.0">1 

4 ⠀⠀,russia "<#db.0"> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,fossil ,fuels 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀,,product3 coal 

9 ,annual3 #d1fjj1jjj 

10 ,produc]s3 ,*9a "<#bd.0">1 ,u4,s4 

11 ⠀⠀"<#bj.0"> 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ⠀⠀⠀⠀,,product3 petroleum 

14 ,annual3 #c1jjj1jjj 

15 ,produc]s3 ,russia "<#ae.0">1 ,saudi 

16 ⠀⠀,>abia "<#ac.0"> 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ⠀⠀⠀⠀,,product3 natural gas 

19 ,annual3 #b1jjj1jjj"9"9 

20 ⠀⠀⠀⠀⠀⠀"9"9,cubic met]s 

21 ,produc]s3 ,russia "<#ca.0">1 ,u4,s4 

22 ⠀⠀"<#bd.0"> 

23 gggggggggggggggggggggggggggggggggggggggg 

24 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,notes             #gbg 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,*apt] #a3 8,ike0 

4 ,am;g ! books ,i 3sult$ 9 writ+ ? *apt]1 

5 ! foll[+ 7 "picul>ly help;l3 444 

6 ⠀⠀444 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 #a4 ,alanbrooke1 .1,w> .1,di>ies1 

9 ⠀⠀#cee-#eje4 ,? is a 3/ant !me 9 

10 ⠀⠀,alanbrooke's di>y 5tries1 ?\< he does 

11 ⠀⠀v>y x f "t to "t ) ev5 m exasp]at$ 

12 ⠀⠀rem>ks ab ,ike1 s* z1 8,he is a hope.s 

13 ⠀⠀comm&]0 "<#fch">4 

14 #b4 ,w9/on ;,s4 ,*ur*ill1 .7,9to 

15 ⠀⠀,battle3 ,w9/on ,*ur*ill's ,w> 

16 ⠀⠀,spee*es1.' spee* 9 ! ,h\se ( 

17 ⠀⠀,commons1 ,may #ai1 #aidj1 #bab4 

18 #c4 ,l>rabee1 .7,comm&] 9 ,*ief1.' #cdg4 

19 #d4 ,w9/on ;,s4 ,*ur*ill1 .1,9to 

20 ⠀⠀.1,battle1 spee* 9 ! ,h\se ( ,commons1 

21 ⠀⠀,june #d1 #aidj1 #bai4 

22 #e4 ,cald]1 .7,! ,p's ,w>1.' #aac4 

23 #f4 ,w9/on ;,s4 ,*ur*ill1 .7,n"e 

24 ⠀⠀,give ,96.' spee* ( ,novemb] #aj1 444 
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Sample 16-12: Marginal Labels 

 

8 ⠀⠀⠀⠀⠀⠀@.<,! foll[+ p>agraph is m>k$ ) 

9 ⠀⠀⠀⠀labels 9 ! m>g94 ,9 brl1 ea* label 

10 ⠀⠀⠀⠀is key$4 ,! label is 9s]t$ 2f ! 

11 ⠀⠀⠀⠀2g9n+ ( ! text to : x applies4 

12 ⠀⠀⠀⠀,label$ s5t;es >e 5clos$ 9 brl gr\p+ 

13 ⠀⠀⠀⠀9dicators4 

14 ⠀⠀⠀⠀⠀⠀,symbols us$ 2l3 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 .=< ,op5+ brl gr\p+ 9dicator 

17 .=> ,clos+ brl gr\p+ 9dicator 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ⠀⠀⠀⠀⠀⠀,key to labels3 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 in ,9d5t 

22 os ,op9ion /ate;t 

23 ss ,support+ s5t;es 

24 cs ,3clud+ s5t;e@.> 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#,- 
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1 777777777777777777777777777777777   a#,- 

2 ⠀⠀in os ;<,al?\< "s p mi<t pref] wat*+ 

3 ,,tv or napp+1 = me swimm+ is ! be/ way 

4 to relax4;> ss ;<,fir/ ( all1 swimm+ 

5 quiets my m9d4 ,af a few laps1 all ! 

6 "d's worries j dra9 \ ( me4 ,9 addi;n1 

7 swimm+ 5]gizes me4 ,! deep br1?+ s5ds m 

8 oxyg5 to my bra9 & muscles4 ,afws1 ,i'm 

9 wide awake & refre%$4 ,if ,i h home"w to 

10 d1 ,i c 3c5trate bett] on x4 ,fur!rmore1 

11 ,i'm n"e sore af swimm+1 z ,i "s"ts am 

12 af runn+ & o!r k9ds ( ex]cise4;> 

13 cs ;<,"s p mi<t say t swimm+ laps is 

14 bor+ 2c y're n r1lly go+ any":1 b = me 

15 x's a pa? to feel+ good4;> 

16 gggggggggggggggggggggggggggggggggggggggg 
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Sample 16-13: Labeled Letter 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,model3 ,social ,lr      #abd 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,sec;ns ( ! foll[+ lr >e m>k$ ) 

4 ⠀⠀⠀⠀labels 9 ! m>g94 ,9 brl1 ea* label 

5 ⠀⠀⠀⠀is key$4 ,! label is 9s]t$ 2f ! 

6 ⠀⠀⠀⠀2g9n+ ( ! text to : x applies4 

7 ⠀⠀⠀⠀,label$ phrases >e 5clos$ 9 brl 

8 ⠀⠀⠀⠀gr\p+ 9dicators4 

9 ⠀⠀⠀⠀⠀⠀,symbols us$ 2l3 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 .=< ,op5+ brl gr\p+ 9dicator 

12 .=> ,clos+ brl gr\p+ 9dicator 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀⠀⠀,key to labels3 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 hn ,h1d+ 

17 sa ,saluta;n 

18 bo ,body 

19 cl ,compli;t>y close 

20 si ,signature@.> 



 

 16-36 Section 16 
Notes 

1 77777777777777777777777777777777   a#abd 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀hn ;<#aja ,monticello ,road 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,columbus1 ,ohio #dcbai 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,octob] #b1 #ai,-;> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 sa ;<,de> ,j]emy1;> 

7 ⠀⠀bo ;<,i 0 r1lly glad to get yr lr 9 ! 

8 mail ye/]"d6 444 

9 ⠀⠀,i'm glad to he> y're mak+ frs at yr 

10 new s*ool4 444 

11 ⠀⠀,we're gett+ r1dy = ! so3] s1son "h 

12 n[1 z y "k4 444 

13 ⠀⠀,pl1se write ag soon4;> 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀cl ;<,y\r fri5d1;> 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀si ;<,&rea;> 

16 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 
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Section 17   
Spelling Lists and Activities 
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17.3 Word Lists Used with Activities ........................................................ 17-2 
17.4 Word Lists with Partial Emphasis ..................................................... 17-3 
17.5 Marked Words in a List ................................................................... 17-3 
17.6 Definition Lists .............................................................................. 17-4 
17.7 Word Lists in Foreign Language Texts .............................................. 17-4 
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17.9 Blanks and Omissions .................................................................... 17-7 
17.10 Intentional Errors .......................................................................... 17-8 
17.11 Crossed-Out Letters ....................................................................... 17-9 
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17.14 Samples ..................................................................................... 17-13 

17.1 Fundamentals 
17.1.1 Spelling texts, also referred to as spellers, include a variety 

of teaching methods (e.g., emphasis of certain letters, 
omission of letters, scrambled letters, deliberate 
misspellings, etc.) to reinforce the proper spelling of a word. 
This section applies only to these types of situations, in 
which the spelling or the formation of the word is the most 
important consideration. 

17.1.2 A Braille Reader’s Perspective. Uncontracted braille is a 
key element that aids the reader in using spellers. Care 
must be taken to ensure the appropriate use of uncontracted 
vs. contracted braille. 

17.2 Spelling Word Lists 
17.2.1 Word lists, appearing typically at the beginning of chapters 

or lessons, may be intended to teach how each word is 
spelled. These are called spelling word lists. Another kind of 
word list, called a vocabulary word list, may be included for 
the purpose of teaching their meanings. These are treated 
as simple lists in braille. (See Formats, §8, Lists.) 

17.2.2 One of the difficulties in working with spelling word lists is 
determining if the words, or even just sets of letter 
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combinations, should be contracted. A spelling list appears 
typically at the beginning of a chapter or lesson, identifying 
the words to be studied. It may be a simple list of words, or 
may be focused on a specific set of letter combinations. As 
the first word list in the lesson, it is considered the spelling 
word list. 
a. Ignore font attributes used for entire spelling word lists. 
b. List spelling words vertically using 1-3 margins. 
c. Contract the first writing of the spelling word or phrase. 
d. Repeat the words/phrases in uncontracted braille. 
e. Leave one blank cell between the contracted and 

uncontracted words. When the list consists of phrases, 
leave two blank cells between the phrases. 

f. A list of spelling words may appear again in the lesson, 
either as a partial or complete list, often as a boxed 
sidebar. Repeat such word lists as they appear in print 
using contracted braille only. 

g. Longer word lists, showing only the contracted form, may 
be changed to columns. This is not recommended for 
early grade material. 

(See Sample 17-1: Spelling List on page 17-14.) 

17.3 Word Lists Used with Activities 
17.3.1 Spelling books are full of activities to support learning. The 

activity heading and/or directions are used to help 
determine if the word list needs to be contracted or 
uncontracted. 

17.3.2 Uncontracted Activity Word Lists. The following 
words/phrases are typical terminology indicating the word 
list should be uncontracted. 
Alphabetize 
Letter order 
Look it up in the dictionary 
Match letters 
Misspelled 
Scrambled 
Spelled differently 
Start with the same letter 
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Write the base word 
Word search puzzle 
(See Sample 17-2: Activity Word List for Alphabetizing on 
page 17-15, Sample 17-3: Pronunciation Words in a List on 
page 17-16, and Sample 17-4: Scrambled Words on page 
17-17.) 

17.3.3 Contracted Activity Word Lists. Word lists with activities 
centered around the use of the words usually are contracted. 
Sample key phrases indicating the word list should be 
contracted include: 
Write a word that means the same. 
Write the missing word. 
Write the word that belongs. 
Write the word that rhymes. 
(See Sample 17-5: Activity Word List on page 17-18.) 

17.4 Word Lists with Partial Emphasis 
17.4.1 Word lists may focus on certain aspects of spelling by use of 

partial emphasis. 
a. Follow print for emphasis. 
b. Transcribe each word contracted, uncontracted, and 

uncontracted with partial emphasis. 
c. If required, insert the appropriate termination indicator to 

indicate the end of the emphasis in a partially 
emphasized word. 

d. Leave one blank cell between each spelling of single 
words. Leave two blank cells between phrases. 

e. List all words and/or phrases vertically using 1-3 
margins. 

(See Sample 17-6: Word List with Partial Emphasis on page 
17-19.) 

17.5 Marked Words in a List 
17.5.1 When items in a list are marked with a special shape or icon, 

follow print for the symbol used. If a print symbol does not 
have a corresponding symbol in braille, devise a symbol 
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using a shape indicator or a transcriber-defined symbol 
indicator. (See UEB, §3.26, Transcriber-defined Symbols.) 
a. Begin the symbol or icon in cell 1 followed by at least one 

space. 
b. Align the beginning character of all items. Begin runovers 

two cells to the right of the beginning of the items. 
c. Transcribe multi-column lists with marked items 

vertically. 
d. List all symbols/icons on the Special Symbols page, or in 

a transcriber’s note before the text. Exception: The 
bullet symbol (dots 456, 256) is not required to be listed 
on the Special Symbols page. 

(See Sample 17-7: Word List with Two Different Print 
Symbols on page 17-20.) 

17.6 Definition Lists 
17.6.1 Entry words are contracted only, and are not repeated in 

uncontracted form. 
a. Ignore entry word font attributes, except when distinction 

is required, e.g., foreign words. 
b. Leave one blank cell between an entry word and its 

definition when the entry word is followed by 
punctuation, or if the definition starts with an uppercase 
letter. 

c. Leave two blank cells between entries and definitions 
when the entry words are phrases instead of individual 
words, if they are not followed by punctuation, or if the 
definition begins with a lowercase letter. 

(See Sample 17-8: Definition List with Two Spaces After 
Entry Word on page 17-21 and Sample 17-9: Word Usage 
List on page 17-22.) 

17.7 Word Lists in Foreign Language Texts 
17.7.1 Vocabulary lists or word lists are often found at the 

beginning or end of individual chapters or lessons in foreign 
language materials. Follow print for placement. 

17.7.2 Transcribe vocabulary or word lists that consist of only 
foreign words or short phrases as follows: 
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a. Ignore special typeface used for the listed words. 
b. In a word list with translations, insert a colon following 

the entry word and continue the translation on the same 
braille line. Do not use columnar format. 

Example 17-1: Vocabulary/Word List in a Foreign Language Text 

 

el medio ambiente3 5viron;t 

el mundo3 _w 

c. If a single phrase with its translation is too long to fit 
across the width of the braille page, begin the foreign 
language item in cell 1 and the translation in cell 3. All 
runovers begin in cell 5. 

17.7.3 Use the following format when articles, reflexive pronouns, 
special print signs, or specially marked items are shown 
before foreign language words in a vocabulary list. 
a. Begin the longest article, reflexive pronoun, etc. in cell 1. 
b. Align the initial letters of the foreign language words. 
c. The left margin is the braille cell in which the initial letter 

of the entry words appears. 
d. Adjust each braille page to align the main entry words on 

that page. 
e. All runovers are two cells to the right of the main entry 

left margin. If the main entry begins in cell 4, runovers 
are in cell 6; if the main entry begins in cell 5, runovers 
are in cell 7. 

f. Begin subentries two cells to the right of the main entry 
margin and adjust the runovers accordingly. If the main 
entry begins in cell 5, all subentries begin in cell 7 and all 
runovers begin in cell 9. 
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Example 17-2: Foreign Language Vocabulary List with Articles 

 

⠀la medicina3 m$ic9e 

las pastillas1 las pilodoras3 pills1 

⠀⠀⠀⠀⠀⠀tablets 

⠀el sintoma3 symptom 

⠀la tos3 c\< 

⠀⠀⠀⠀toser3 to c\< 

17.8 Syllabified Words 
17.8.1 Do not contract syllabified single and compound words in 

spelling lists. Note: this only applies to spelling lists or 
activities. 
a. Do not divide a syllabified word between lines unless it is 

too long to fit on a single line. If a word is divided 
between lines, it must be at a syllable break. (See 
Sample 17-10: Syllabified Words in a Spelling Activity on 
page 17-23.) 

b. Follow print when print uses spaces, dots, hyphens, etc. 
to separate syllables. 

Example 17-3: Syllabified Words in a Spelling List 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

en er gy 
mo tion 
ve loc i ty 
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17.9 Blanks and Omissions 
17.9.1 Lines Indicating Omitted Parts of Words. When text 

refers to spelling or word structure: 
a. Follow print for whatever symbol is used to represent a 

blank to be filled in. 
b. If applicable, use contractions in the portions of the word 

attached to the low line or other symbol. 

Example 17-4: Partial Word Blanks 

 

,! tunnels 9 ,bo/on >e v p]plex.-4 

,:5 >e ! .-s due8 

,i 9.-$ ! 9t5s;y4 

,>e y go+ to me.-8 

,don't ac.- yet4 

17.9.2 Omitted Letters. Do not contract words showing omitted 
letters in spelling lists. 
a. Follow print for symbols used to show omission. A 

substitution may be made if accurate representation of 
the print symbol in braille would hinder the reader’s 
recognition of the concept under discussion. Explain the 
choice of the substituted symbol in a transcriber’s note. 

Example 17-5: Omitted Letters Represented by Symbols 

 

s"9"9"9"9"9"9"9d 

b. Follow print when hyphens indicate a specific number of 
missing letters. 
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Example 17-6: Omitted Letters Represented by Hyphens 

 

;s-------;d 

(See Sample 17-11: Omitted Letters Identified in Directions 
on page 17-24.) 

17.10 Intentional Errors 
17.10.1 It is important to avoid providing answer choices or solutions 

when intentional errors appear in an exercise. 
17.10.2 Unmarked Errors. When entire passages have unmarked 

intentional spelling errors that are to be identified and/or 
corrected by the reader, transcribe them in uncontracted 
braille. 

Example 17-7: Unmarked Errors to be Identified 

 

today ,i wint shopping for new shoes8 

,the weather has turned verry cold for 

,easter4 ,lets go for icecream4 ,please6 

wash your hands before make the 

sandwich4 

(See Sample 17-12: Unmarked Intentional Spelling Errors 
on page 17-25.) 

17.10.3 Marked Spelling Errors. When print calls attention to 
errors by means of a font attribute (e.g., underline, italics, 
color, highlighting, etc.) the designated words are 
uncontracted, and the remainder of the passage is 
contracted. 
(See Sample 17-13: Marked Intentional Spelling Errors on 
page 17-26 and Sample 17-14: Errors to Be Identified in 
Exercise on page 17-27.) 
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17.11 Crossed-Out Letters 
17.11.1 When listed or displayed words relating to spelling or word 

structure are shown with crossed-out letters: 
a. Transcribe words with crossed-out letters in uncontracted 

braille. 
b. Show the word as spelled, without indicating the crossed-

out letters. 
c. Then repeat the word, substituting a hyphen - (36) for 

each crossed-out letter. 
d. Explain the use of the hyphen in a transcriber’s note. 

Sample: 
Words with crossed-out letters are uncontracted, then 

repeated with a hyphen substituted for each crossed-out letter. 

Example 17-8: Crossed-Out Letters in Word List 

 

⠀⠀⠀⠀⠀⠀@.<,^ws ) cross$-\ lrs >e 

⠀⠀⠀⠀uncontract$1 !n rep1t$ ) a hyph5 

⠀⠀⠀⠀sub/itut$ = ea* cross$-\ lr4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

gear ge-r 

heater he-ter 

ideal ide-l 

jeans je-ns 

17.11.2 When words are shown with crossed-out letters within 
sentences: 
a. Follow points in Formats, §17.11.1 a–c. 
b. Enclose the repeated word in an embedded transcriber’s 

note to distinguish it from surrounding text. 
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c. Explain this usage in a transcriber’s note. Sample: 
Words with crossed-out letters are uncontracted, then 

repeated with a hyphen substituted for each crossed-out letter. 
The repeated word is enclosed within transcriber’s note 
indicators. 

Example 17-9: Crossed-Out Letters in Sentences 

 

⠀⠀⠀⠀⠀⠀@.<,^ws ) cross$-\ lrs >e 

⠀⠀⠀⠀uncontract$1 !n rep1t$ ) a hyph5 

⠀⠀⠀⠀sub/itut$ = ea* cross$-\ lr4 ,! 

⠀⠀⠀⠀rep1t$ ^w is 5clos$ )9 transcrib]'s 

⠀⠀⠀⠀note 9dicators4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,! heater @.<he-ter@.> 9 ! room did n 

⠀⠀"w4 

,my jeans @.<je-ns@.> %runk 9 ! dry]4 

,did y pack yr gear @.<ge-r@.> = ! camp+ 

⠀⠀trip8 

,t is my ideal @.<ide-l@.> vaca;n6 

17.12 Insertions 
17.12.1 Inserted Letters. Spellers often indicate replacement 

letters within a word to show other spellings. 
a. Transcribe words with inserted letters in uncontracted 

braille. 
b. Follow print for use of enclosure symbols. 

Example 17-10: Inserted Letters 

 

write writ"<e">ing 
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c. Words that are followed by a space and a word part that 
is to be inserted or combined should be transcribed 
without contractions. 

d. Transcribe words that are to be combined with other 
words or word parts in uncontracted braille. 

e. Follow print spacing of the text that is to be inserted. 

Example 17-11: Words Spaced from Inserted Letters 

 

⠀⠀⠀⠀,write li/ ^ws by add+ ! 5d+ 9 

⠀⠀⠀⠀p>5!ses to ea* ^w4 

#a4 wrap "<ing"> 

#b4 cute "<er"> 

#c4 early "<est"> 

17.12.2 Text may show crossed-out letters, words, or passages, 
along with substitutions in enclosure symbols. 
a. Follow the guidelines in Formats, §17.11 for transcribing 

crossed-out letters. 
b. Follow print for use and spacing of enclosure symbols. 

Example 17-12: Crossed-Out Letters and Insertions 

 

⠀⠀⠀⠀⠀⠀@.<,^ws ) cross$-\ lrs >e 

⠀⠀⠀⠀uncontract$1 !n rep1t$ ) a hyph5 

⠀⠀⠀⠀sub/itut$ = ea* cross$-\ lr4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,! beep+ 0 continue"<ous">4 

⠀⠀@.<continu-"<ous">@.> 

,i try"<ied"> @.<tr-"<ied">@.> to run a 

⠀⠀m>a?on4 
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17.13 Nonalphabetical Signs 
17.13.1 Mathematical Symbols. Spellers often use mathematical 

symbols to teach word formation. 
a. Transcribe all text in word formation “equations” in 

uncontracted braille. 
b. If the result of the equation is a complete word, add the 

contracted form of the word at the end of the equation, 
enclosed in transcriber’s note indicators. Ignore any print 
emphasis. 

c. Use the appropriate symbols when mathematical 
indicators are used in discussions of word formation. List 
the symbols on the Special Symbols page. See UEB, 
§3.17, Mathematical Signs.) 

(See Sample 17-15: Word Equation Using Mathematical 
Symbols on page 17-28 and Sample 17-16: Crossed-Out 
Letters and Equals Sign on page 17-29.) 

Example 17-13: Partial Emphasis Using Mathematical Symbols 

 

⠀⠀⠀⠀,su6ixes ) ,3sonants 

amaze "6 ^1ment "7 amaze^1ment 

⠀⠀@.<amaze;t@.> 

hope "6 ^1ful "7 hope^1ful @.<hope;l@.> 

(See Sample 17-17: Word Formation Using Mathematical 
Symbols on page 17-30.) 

17.13.2 Arrows. Use spaced arrow symbols when print arrows show 
progression in word formation. List all arrow symbols on the 
Special Symbols page, or in a transcriber’s note before the 
text. (See UEB, §11.6, Arrows and Sample 17-18: Word 
Formation Using Arrows on page 17-31.) 
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17.14 Samples 
Sample 17-1: Spelling List, page 17-14 
Sample 17-2: Activity Word List for Alphabetizing, page  

17-15 
Sample 17-3: Pronunciation Words in a List, page 17-16 
Sample 17-4: Scrambled Words, page 17-17 
Sample 17-5: Activity Word List, page 17-18 
Sample 17-6: Word List with Partial Emphasis, page 17-19 
Sample 17-7: Word List with Two Different Print Symbols, 

page 17-20 
Sample 17-8: Definition List with Two Spaces after Entry 

Word, page 17-21 
Sample 17-9: Word Usage List, page 17-22 
Sample 17-10: Syllabified Words in a Spelling Activity, page 

17-23 
Sample 17-11: Omitted Letters Identified in Directions, page 

17-24 
Sample 17-12: Unmarked Intentional Spelling Errors, page 

17-25 
Sample 17-13: Marked Intentional Spelling Errors, page  

17-26 
Sample 17-14: Errors to Be Identified in Exercise, page  

17-27 
Sample 17-15: Word Equation Using Mathematical Symbols, 

page 17-28 
Sample 17-16: Crossed-Out Letters and Equals Sign, page  

17-29 
Sample 17-17: Word Formation Using Mathematical 

Symbols, page 17-30 
Sample 17-18: Word Formation Using Arrows, page 17-31 
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Sample 17-1: Spelling List 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,9troduc;n 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,l;g ,v[els1 a1 i1 o 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 bra9⠀brain 

5 favorite 

6 /rang]⠀stranger 

7 sidewalk 

8 slide 

9 b[l+⠀bowling 

10 :ole⠀whole 

11 globe 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-2: Activity Word List for Alphabetizing 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀,%ort ,v[els a1 i1 o1 ;u 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,write ^! ^ws 9 alphabetical ord]4 

4 past 

5 accident 

6 flood 

7 shuttle 

8 solve 

9 problem 

10 before 

11 lobster 

12 decided 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-3: Pronunciation Words in a List 

10 ,! ^ws 9 ! foll[+ li/ 3ta9 ! lrs ie or 

11 ;ei4 ,le>n h[ to pron\nce ea* ^w4 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 their 

14 brier 

15 height 

16 weight 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-4: Scrambled Words 

15 ⠀⠀⠀⠀,unscramble ! foll[+ spell+ ^ws4 

16 selerea 

17 cleet 

18 theac 

19 neecrs 

20 recdeaes 

21 algo 

22 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-5: Activity Word List 

5 ⠀⠀⠀⠀,,associa;ns 

6 ⠀⠀⠀⠀,write ! ^w f ! box t is associat$ ) 

7 ⠀⠀⠀⠀ea* set ( t]ms4 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 7777777777777777777777777777777777777777 

10 pl1se 

11 pl1sant 

12 clo? 

13 clo!s 

14 444 

15 "pial 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 #a4 mat]ial1 fabric 

19 #b4 piece1 sec;n 

20 #c4 fantasy1 ni<tm>e 

21 #d4 y're welcome1 ?ank y 

22 #e4 5joyable1 deli<t;l 

(Return to Text) 
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Sample 17-6: Word List with Partial Emphasis 

10 ⠀⠀⠀⠀,^ws to ,ma/] 

11 ,make x yr goal to le>n to spell ^! 

12 fifty ^ws ? ye>4 ,use !m 9 yr writ+ & 

13 practice writ+ !m until spell+ !m 

14 correctly comes automatically4 

15 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

16 a3id5tally⠀accidentally 

17 ⠀⠀a^1cc^'ident^1ally 

18 advisable⠀advi^1sa^'ble 

19 >range;t⠀arrangement⠀a^1rr^'angement 

(Return to Text) 
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Sample 17-7: Word List with Two Different Print Symbols 

5 @$pen ,wat* \ = frequ5tly misspell$ ^ws6 

6 @$f   ,bonus ^w @.<;f is = f+]@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 7777777777777777777777777777777777777777 

9 ⠀⠀⠀⠀⠀⠀choice 

10 ⠀⠀⠀⠀⠀⠀noisy 

11 ⠀⠀⠀⠀⠀⠀spoil 

12 ⠀⠀⠀⠀⠀⠀poison 

13 @$f⠀⠀⠀,illinois 

14 ⠀⠀⠀⠀⠀⠀amount 

15 @$pen⠀our 

16 @$pen⠀outside 

17 ⠀⠀⠀⠀⠀⠀couch 

18 ⠀⠀⠀⠀⠀⠀surround 

19 gggggggggggggggggggggggggggggggggggggggg 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-8: Definition List with Two Spaces After Entry Word 

4 ,2l >e def9i;ns ( ? lesson's ^ws z !y >e 

5 us$ 9 ! /ory ab ,tony4 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 doctor⠀⠀a physician 

8 he>t⠀⠀organ t pumps blood "?\t ! body 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-9: Word Usage List 

10 ⠀⠀⠀⠀,gloss>y ( ,usage 

11 ,? gloss>y is 9t5d$ to help y ) "s ( ! 

12 mo/ commonly tr\ble"s ^ws & phrases4 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 advice1 advise3 .1,advice is a n\n2 

15 ⠀⠀.1advise is a v]b4 

16 a6ect1 e6ect3 ,z v]bs1 to .1a6ect is to 

17 ⠀⠀9flu;e1 to .1e6ect is to br+ ab4 

18 ⠀⠀.1,e6ect is m commonly us$ z a n\n 

19 ⠀⠀m1n+ 8result40 

(Return to Text) 
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Sample 17-10: Syllabified Words in a Spelling Activity 

1 ⠀⠀⠀⠀,syllable ,divi.n ,rules 

2 #a4 ,divide 2t #b 3sonants "<rab-bit1 

3 ⠀⠀mon-key"> 

4 #b4 ,divide 2t #b ^ws "<back-yard1 

5 ⠀⠀lip-stick"> 

6 #c4 ,divide 2f & af bl5ds "<trans-fer1 

7 ⠀⠀brink-man-ship"> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-11: Omitted Letters Identified in Directions 

1 ⠀⠀⠀⠀,us+ ,spell+ ,patt]ns 

2 ⠀⠀⠀⠀,write ea* ^w1 add+ ie or ;ei4 ,if y 

3 ⠀⠀⠀⠀>e n sure ab a spell+1 *eck ! 

4 ⠀⠀⠀⠀dic;n>y4 

5 ⠀⠀⠀⠀⠀⠀@.<,pr9t uses a squ>e to repres5t 

6 ⠀⠀⠀⠀! omis.n ( lrs1 9 brl an "uscore is 

7 ⠀⠀⠀⠀us$ = ! omis.ns4@.> 

8 #a4 w.-ght 

9 #b4 s.-ge 

10 #c4 br.-f 

11 #d4 v.-l 

(Return to Text) 
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Sample 17-12: Unmarked Intentional Spelling Errors 

1 ⠀⠀⠀⠀,pro(r1d+ 

2 ⠀⠀⠀⠀,? h1dl9e & play review h six 

3 ⠀⠀⠀⠀misspell$ ^ws4 ,circle ea* "o4 ,!n 

4 ⠀⠀⠀⠀write ea* misspell$ ,li/ ,^w 

5 ⠀⠀⠀⠀correctly on ! l9es4 

6 7777777777777777777777777777777777777777 

7 ⠀⠀⠀⠀⠀⠀⠀⠀,,,maria lopez stars in 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀new musicol play,' 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,the new play ,pryde of the ,west1 which 

11 openned last night at the ,crown 

12 ,theater1 is great4 444 ,this play will 

13 be a big hit1 and ,ms4 ,lopez is going 

14 to become a star without equell4 

15 gggggggggggggggggggggggggggggggggggggggg 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 17-13: Marked Intentional Spelling Errors 

10 ⠀⠀⠀⠀,r1d ? n>rative & rewrite ! "ul9$ 

11 ⠀⠀⠀⠀^ws t h be5 spell$ 9correctly4 

12 ,/ud5t #a3 ,y "k t new p]son 9 \r 

13 ⠀⠀_1sceince class8 ,my _1nieghbor says 

14 ⠀⠀he's ! _1hier to a huge =tune6 

15 ,/ud5t #b3 ,! _1hier to a huge =tune go+ 

16 ⠀⠀to public s*ool8 ,t's h>d to 

17 ⠀⠀_1beleive4 ,9 fact1 x's pretty 

18 ⠀⠀_1inconcievable4 

(Return to Text) 
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Sample 17-14: Errors to be Identified in Exercise 

10 ⠀⠀⠀⠀,write ! lr ( ! answ] t correctly 

11 ⠀⠀⠀⠀respells ea* "ul9$ ^w4 ,if ! ^w is 

12 ⠀⠀⠀⠀correct1 write ;,d4 

13 ⠀⠀,anton "<#a"> _1believes t 

14 "<#b"> _1coperation is possible1 & he 

15 ?9ks t p1ce is an "<#c"> _1achieveable 

16 goal4 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 #a 

19 ⠀⠀,a beleaves 

20 ⠀⠀;,b beleives 

21 ⠀⠀;,c beleifs 

22 ⠀⠀;,d ,no ]ror 

23 #b 

24 ⠀⠀444 

(Return to Text) 
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Sample 17-15: Word Equation Using Mathematical Symbols 

1 ⠀⠀⠀⠀,^w ,ma? 

2 ⠀⠀⠀⠀,complete ea* equa;n to make a ^w 

3 ⠀⠀⠀⠀li/4 

4 ⠀⠀⠀⠀⠀⠀@.<,symbols us$3 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 .="6 ,plus sign 

7 .="7 ,equals sign 

8 .="- ,m9us sign@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 #a4 besides "- sides "6 fore "7 .- 

11 #b4 belief "- ief "6 ong "7 .- 

(Return to Text) 
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Sample 17-16: Crossed-Out Letters and Equals Sign 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,3trac;ns 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,^ws ) cross$-\ lrs >e 

4 ⠀⠀⠀⠀uncontract$1 !n rep1t$ ) a hyph5 

5 ⠀⠀⠀⠀sub/itut$ = ea* cross$-\ lr4 ,! 

6 ⠀⠀⠀⠀rep1t$ ^w is 5clos$ )9 transcrib]'s 

7 ⠀⠀⠀⠀note 9dicators4@.> 

8 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

9 ,i have @.<--ve@.> "7 ,i've 

10 is not @.<n-t@.> "7 isn't 

11 there is @.<-s@.> "7 there's @.<"!'s@.> 

12 he will @.<--ll@.> "7 he'll 

13 let us @.<-s@.> "7 let's 

14 of the @.<o- ---@.> clock "7 o'clock 

(Return to Text) 
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Sample 17-17: Word Formation Using Mathematical Symbols 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,mak+ ,new ,^ws 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,symbols us$3 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 .=@- ,macron abv foll[+ lr 

6 .="6 ,plus sign 

7 .="7 ,equals sign 

8 .="- ,m9us sign@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ⠀⠀⠀⠀,direc;ns3 ,make new ^ws f old "os 

11 ⠀⠀⠀⠀by add+ & subtract+ %ort v[els 

12 ⠀⠀⠀⠀"<_/a_/1 _/e_/1 _/i_/1 _/o_/1 & 

13 ⠀⠀⠀⠀_/u_/">1 l;g v[els "<_/@-i_/1 

14 ⠀⠀⠀⠀_/@-a_/1 _/@-o_/1 & _/@-e_/">1 & 

15 ⠀⠀⠀⠀3sonants4 ,! spell+ ( "s ^ws w *ange 

16 ⠀⠀⠀⠀q a bit ) ! new v[el4 444 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ,l ?3 

19 ,pete "- _/@-e_/ "6 _/e_/ "7 pet 

20 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

21 #a4 boat "- _/b_/ "6 _/v_/ "7 .- 

22 #b4 kid "- _/i_/ "6 _/@-o_/ "7 .- 

(Return to Text) 
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Sample 17-18: Word Formation Using Arrows 

1 ⠀⠀⠀⠀⠀⠀⠀⠀,g5]al ,rules = ,plurals 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀@.<,symbols us$3 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 .=\o ,"r >r[ 

6 .="6 ,plus sign@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀,,,if ! n\n 5ds in,'3 ch1 ;s1 sh1 

9 ⠀⠀⠀⠀;x1 or ;z 

10 ,,!n ,,g5]ally3 add -es 

11 ,,example3 

12 ⠀⠀crutch ;\o crutches 

13 ⠀⠀wish ;\o wishes 

14 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

15 ⠀⠀⠀⠀,,,if ! n\n 5ds in3,' a 3sonant "6 

16 ⠀⠀⠀⠀;y 

17 ,,!n ,,g5]ally3 *ange ;y to i & add -es 

18 ,,example3 

19 ⠀⠀baby ;\o babies 

(Return to Text) 





 18-1 Section 18 
Grammar 

Section 18   
Grammar 

18.1 Fundamentals ............................................................................... 18-1 
18.2 Emphasized Capital Letters ............................................................. 18-1 
18.3 Punctuation .................................................................................. 18-2 
18.4 Nonalphabetical Signs .................................................................... 18-4 
18.5 Words or Abbreviations Printed above Sentences ............................... 18-4 
18.6 Proofreading Marks and Edited Copy ................................................ 18-5 
18.7 Linear Sentence Diagramming ......................................................... 18-8 
18.8 Spatial Sentence Diagrams with Arrows .......................................... 18-10 
18.9 Spatial Sentence Diagramming ...................................................... 18-12 
18.10 Samples ..................................................................................... 18-14 

18.1 Fundamentals 
18.1.1 Grammar encompasses many topics. This section focuses on 

capitalization, punctuation, parts of speech, editing, and 
diagramming sentences. Additional information can be found 
in other sections of these guidelines. 

18.2 Emphasized Capital Letters 
18.2.1 When all capital letters are emphasized in print, ignore the 

emphasis and insert a transcriber’s note to explain the print. 
Sample: 

All capital letters in the section below are red. 

Example 18-1: All Capital Letters Emphasized 

 

⠀⠀⠀⠀⠀⠀@.<,all capital lrs 9 ! li/ ( "ns 

⠀⠀⠀⠀>e r$4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,m>k ,twa9 

,ca!r9e ! ,grt 

,presid5t ,l9coln 

18.2.2 When isolated letters are capitalized and emphasized (e.g., 
italics, bold, colored type, underlined, etc.): 
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a. Follow print for emphasis. 
b. Insert a transcriber’s note giving basic information about 

print capitalization. Sample: 
The symbol .=@#2 represents red letters. 

Example 18-2: Isolated Capital Letters Are Emphasized 

 

⠀⠀⠀⠀,capitalize titles us$ 2f a prop] "n 

⠀⠀⠀⠀& titles us$ 9 direct address4 

⠀⠀⠀⠀⠀⠀@.<,! symbol .=@#2 repres5ts r$ 

⠀⠀⠀⠀lrs4@.> 

@#2,g5]al ,rob]t ;,e4 ,lee 

@#2,*ief ,sitt+ ,bull 

@#2,prime @#2,m9i/] ,tony ,blair 

18.3 Punctuation 
18.3.1 Punctuation usage and order generally follows UEB. Use the 

guidelines in this section when punctuation is emphasized 
through the use of spacing or font attributes, or used in 
atypical situations. 

18.3.2 Follow print when punctuation marks are enclosed in 
parentheses or standing alone. Use a grade 1 indicator if the 
punctuation could be misread as a contraction. 

18.3.3 Emphasized Punctuation 
a. Follow print when punctuation marks are emphasized in 

print with italics, bold, underlining, or script. 
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Example 18-3: Punctuation Emphasized with Bold 

 

⠀⠀⠀⠀,correct ]rors 9 punctua;n 9 ! 

⠀⠀⠀⠀passage 2l4 

,to"d^22 ,i w5t %opp+ = new %oes^26 ,! 

w1!r has turn$ v cold = ,ea/]^28 ,let's 

g = ice cr1m^24 ,pl1se^24 wa% yr h&s 2f 

mak+ ! s&wi*^24 

b. Ignore the emphasis when punctuation marks are 
emphasized in print with something other than italics, 
bold, underlining, or script. Insert a transcriber’s note to 
explain the change to print. Sample: 

Punctuation marks are green. 
Quotation marks are red. 

Example 18-4: Commas Are Emphasized with Red Print 

 

⠀⠀,use commas af ^ws1 phrases1 & clauses 

t come at ! 2g9n+ ( s5t;es4 
⠀⠀⠀⠀⠀⠀@.<,all commas >e r$4@.> 
⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,no1 y _c g home n[4 
,foll[+ ! applause1 ! soloi/ walk$ (f ! 

⠀⠀/age4 
,:5 y >e 9 d\bt1 ask = direc;ns4 
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c. When isolated punctuation is emphasized with something 
other than italics, bold, underlining, or script, insert a 
transcriber’s note after the punctuation mark or 
applicable word to identify the print emphasis. 

Example 18-5: Isolated Punctuation Is Emphasized 

 

,i didn't ?9k s1 .7b t's @.<apo/rophe is 

⠀⠀r$@.> x4.' 

18.3.4 Enlarged Print Grouping Symbols. Enlarged print 
grouping symbols (e.g., a bracket or brace) may be used to 
show a correlation between a word or phrase and a group of 
related words. When a word or phrase is preceded or 
followed by an enlarged grouping symbol enclosing a list of 
choices: 
a. Follow print placement for the words used. 
b. Use the multi-line bracket to represent the enlarged 

grouping indicator. (See UEB, §7.7, Multi-Line Brackets.) 

18.4 Nonalphabetical Signs 
18.4.1 Analogy Symbols. Use the following symbols when 

comparing word pairs: 
3 is to 
33 as 
a. Place a blank cell before and after each symbol. 
b. Do not divide a word pair between lines. 
c. List the symbols on the Special Symbols page or in a 

transcriber’s note before the text. Sample: 
Symbols used:  

.=3 is to 

.=33 as 

18.5 Words or Abbreviations Printed above Sentences 
18.5.1 There are two options when text shows abbreviations, 

words, parts of speech, numbers, etc., printed above or 
below lines of text. 



 18-5 Section 18 
Grammar 

18.5.2 Option 1 
a. Transcribe the sentence without the text printed above or 

below the line. 
b. After the sentence, list the words above/below the line 

followed by a colon and provide the corresponding 
word(s) from the sentence. 

c. Insert a transcriber’s note to explain the format. Sample: 
Each sentence is followed by a list of the parts of speech 

appearing above the print line with their corresponding words. 
18.5.3 Option 2 

a. Place the abbreviation, word, or number in enclosure 
symbols not otherwise used in surrounding text (exercise 
set) and insert it after the affected text. 

b. The order of preference for enclosure symbols: 
(1) Parentheses 
(2) Square brackets 
(3) Angle brackets 
(4) Curly brackets 
(5) Vertical lines 
(6) Reverse solidus (backslash) 

c. Leave a blank cell before and after the insertion. 
d. Insert a transcriber’s note to explain the format. Sample: 

In braille, parts-of-speech labels above the print line are 
enclosed in parentheses after the corresponding word. 

(See Sample 18-1: Parts-of-Speech Labels Above the 
Sentence on page 18-15 and Sample 18-2: Sentence 
Structure Labeled Above the Sentence on page 18-16.) 

18.6 Proofreading Marks and Edited Copy 
18.6.1 Marks used in proofreading and editing are difficult to 

reproduce in braille. 
a. Use 1-3 margins when print proofreading marks are 

listed. 
b. Do not devise symbols to represent these signs. Enclose 

the name or a brief description of each print mark in an 
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embedded transcriber’s note, followed by the meaning or 
function of the mark as stated in print. 

c. Proofreading marks and edits often are shown in a 
colored font attribute. Do not indicate this color. 

d. Follow print list of proofreading marks for use of 
capitalization and punctuation. 

(See Sample 18-3: List of Boxed Proofreading Marks on 
page 18-18.) 

18.6.2 When text shows transpositions, insertions, and/or 
corrections that cannot be reproduced, it is important to 
provide only the information that is included in the text and 
not give away the answers. 
a. Transcribe marked words that pertain to spelling in 

uncontracted braille. Contract other marked words (i.e. 
those relating to punctuation or adding text). 

b. Use the same keying technique as that used for text with 
marginal labels. (See Formats, §16.11, Keying Technique 
for Marginal Labels.) 

c. Devise a key by assigning a number or letter(s) to each 
proofreader’s mark. The key should contain a dot 3 or a 
dot 6. Use the same terminology in the key that is found 
in the list of proofreader’s marks in the text, as not all 
books use the same terminology. Follow each key item 
by the marked word(s), and then the instructions on 
what needs to be done. Enclose the complete key in a 
transcriber’s note before the text. 

d. Place the keyed mark after the affected word or phrase, 
preceded and followed by a space. This keyed mark must 
appear on the same line as the marked word. 

e. Phrases should be enclosed in braille grouping indicators. 
Explain this usage in a transcriber’s note. 

(See Sample 18-4: Text with Proofreading Marks on page  
18-19.) 

18.6.3 When a text shows limited insertions and corrections within 
the flow of text: 



 18-7 Section 18 
Grammar 

a. Use a transcriber-defined typeform indicator to show the 
crossed-out word(s). (See UEB, §9.5, Transcriber-
Defined Typeform Indicators.) 

b. Explain the usage in a transcriber’s note. 
Note: in the example below, the second transcriber-defined 
indicator is used which assumes that the first transcriber-
defined indicator was used elsewhere in the text. 

Example 18-6: Text with Limited Insertions and Corrections 

 

⠀⠀⠀⠀⠀⠀@.<,! symbol .=^#1 9dicates a 

⠀⠀⠀⠀cross$-\ ^w4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,s>ah ^#1l likes vanilla ice cr1m4 

18.6.4 When text shows limited insertions and corrections above or 
below the flow of text: 
a. Follow Formats, §18.5.3 for crossed-out words. 
b. Enclose the text to be inserted in grouping symbols not 

otherwise used in the surrounding text, and place it after 
the affected text. 

c. Order of preference for grouping symbols: 
(1) parentheses 
(2) square brackets 
(3) angle brackets 
(4) curly brackets 
(5) vertical lines 
(6) reverse solidus (backslash) 

d. Leave a blank cell before and after the insertion. 
e. Insert a transcriber’s note to explain the format. Sample: 

In braille, inserted words that appear above the print line are 
enclosed in parentheses and placed after the corresponding 
material in the sentence. 

18.6.5 Carets. Use a caret symbol when a caret (^) indicates an 
insertion is to be made. Follow print for spacing. 
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Example 18-7: Use of Freestanding Caret in an Exercise 

 

⠀⠀⠀⠀,9s]t an adjective ": y see a @54 

#a4 ,he has @5 hair4 "<l;g1 %a7y1 %ort"> 

a. When print includes inserted text preceded by a caret, 
the caret must be on the same line as the first word of 
the inserted text. 

b. Enclose the insertion in braille grouping indicators. Note: 
the grouping indicators will likely require grade 1 
indicators preceding them. 

c. Ignore colored font attributes indicating text to be 
inserted. 

d. List the caret symbol and the grouping indicators on the 
Special Symbols page, or explain them in a transcriber’s 
note before the text. 

Example 18-8: Caret for Insertion of a Phrase 

 

⠀⠀⠀⠀⠀⠀@.<,! 9s];n 9 ! foll[+ s5t;e is 

⠀⠀⠀⠀prec$$ by a c>et .=@5 & 5clos$ 9 brl 

⠀⠀⠀⠀gr\p+ 9dicators4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,! ,w> ( ! ,:isk]s @5;<betwe5 ,fr.e & 

,5gl&;> rag$ f #aaeb to #adec4 

18.7 Linear Sentence Diagramming 
18.7.1 Linear diagramming shows sentence structure, using font 

attributes to distinguish between parts of speech. Use 
transcriber-defined typeform indicators if needed (as seen 
for the double underlining in the example below). Use 1-3 
margins for each diagrammed sentence. 
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Example 18-9: Diagramming with Underlining 

 

⠀⠀,9 ! foll[+ s5t;e ! s+le "ul9$ ^w is ! 

v]b & ! d\ble "ul9$ ^ws >e a preposi;nal 

phrase4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,we _1>riv$ @#7at ! hotel@#' 9 ! ev5+4 

18.7.2 Linear Diagrams with Print Symbols. Follow print for use 
of the appropriate sign and spacing to show separate parts 
of a sentence. List these symbols on the Special Symbols 
page, or in a transcriber’s note before the text. 

_/ / Slash symbol 
_\ | Vertical line symbol 

Example 18-10: Linear Diagram with a Vertical Line 

 

,! boy _\ play$ 9 ! p>k4 

18.7.3 Linear Diagrams with Shapes. Use a transcriber-defined 
typeform indicator before words enclosed in shapes, e.g., 
circles, boxes, etc. 
List the typeform indicators on the Special Symbols page or 
in a transcriber’s note before the text. Sample: 

Symbols used:  
 

.=@#1 Boxed word 

.=^#7 Circled passage 

(See Sample 18-5: Diagramming with Shapes on page  
18-20.) 
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18.8 Spatial Sentence Diagrams with Arrows 
18.8.1 Spatial diagramming shows sentence structure using visual 

cues such as arrows. Precede and follow each 
arrow/sentence pair by blank lines. 

18.8.2 Symbols. Use the appropriate UEB arrow symbols. (See 
UEB, §3.2, Arrows). List these symbols on the Special 
Symbols page or in a transcriber’s note before the text. 

a. Follow print for placement and direction of arrows placed 
above or below sentences. 

b. Start symbols above or below the first letter of the word, 
or the number indicator of a number. Do not extend the 
arrow to other composition indicators or punctuation 
marks. 

c. Keep words or phrases between which an arrow shows a 
relationship on a single braille line. 

d. It may be necessary to move part of the sentence to a 
new line to keep the relationship intact. 

e. When a sentence is too long to use the arrow symbols, 
explain the arrow relationships in a transcriber’s note. 
Sample: 

An arrow leads from hard-working to ballerina. 
18.8.3 Spatial Diagrams with Arrows and Multiple Shafts 

a. Place the appropriate symbol of the arrow above the first 
letter of the word to which the arrow points. (See UEB, 
§3.2.) 

b. Use line mode to represent the arrow shaft. The line 
should end above the first letter of the word from which 
the arrow points. (See UEB, §16.2.3, Horizontal Line 
Mode.) 
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Example 18-11: Diagramming with Two Separate Arrows 

 

⠀;\[3333333333333333 

⠀;\[3333333 

,tom1 did y submit yr >ticle8 

Example 18-12a: Diagramming with Multiple Arrows 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,we 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀;\[333333333333\[333333333\[33333 

⠀⠀f.d ! di>y 9 ! middle ( a box ( ru2i% 

Example 18-12b: Diagramming with Multiple Arrows 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,we 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀"33333333333333\o333333333\o3333\o 

⠀⠀f.d ! di>y 9 ! middle ( a box ( ru2i%4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 
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Example 18-13: Diagramming with Multiple Arrow Shafts 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀"333333334333333334 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀;\%      _        _ 

,! /adium cr[d 0 .1l>ge & .1frly4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18.8.4 Arrows with Emphasized Words. When any of the words 
or phrases are connected by an arrow and are also 
emphasized, the arrow is placed above the sentence and 
points to the first letter of the emphasized word or phrase. 

Example 18-14: Diagramming Arrow and Emphasis 

 

⠀⠀⠀⠀,9 ! foll[+ s5t;e label .1=ce & 

⠀⠀⠀⠀.1rattles4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀;\[33333333333333333 

,! .1=ce ( ! explo.ns ^1rattles ! w9d[s4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18.9 Spatial Sentence Diagramming 
18.9.1 Spatial sentence diagramming is difficult to represent in 

braille. Insert a transcriber’s note saying such diagramming 
has been omitted. Sample: 

Sentence diagramming is omitted. 
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Example 18-15: Spatial Diagram to Be Omitted (Print Only) 
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18.10 Samples 
Sample 18-1: Parts-of-Speech Labels Above the Sentence, 

page 18-15 
Sample 18-2: Sentence Structure Labeled Above the 

Sentence, page 18-16 
Sample 18-3: List of Boxed Proofreading Marks, page 18-18 
Sample 18-4: Text with Proofreading Marks, page 18-19 
Sample 18-5: Diagramming with Shapes, page 18-20 
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Sample 18-1: Parts-of-Speech Labels Above the Sentence 

Option 1 

1 ⠀⠀⠀⠀⠀⠀@.<,9 brl1 ea* s5t;e is        #,- 

2 ⠀⠀⠀⠀foll[$ by a li/ ( ! "ps ( spee* 

3 ⠀⠀⠀⠀appe>+ abv ! pr9t l9e ) _! 

4 ⠀⠀⠀⠀correspond+ ^ws4@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ^1,philan?ropi/s .1donat$ millions to 

7 ⠀⠀⠀⠀*>;y4 

8 ⠀⠀subject3 ,philan?ropi/s 

9 ⠀⠀v]b3 donat$ 

Option 2 

10 ⠀⠀⠀⠀⠀⠀@.<,9 brl1 "ps-(-spee* labels abv 

11 ⠀⠀⠀⠀! pr9t l9e >e 5clos$ 9 p>5!ses af ! 

12 ⠀⠀⠀⠀correspond+ ^ws4@.> 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ^1,philan?ropi/s "<subject"> .1donat$ 

15 ⠀⠀"<v]b"> millions to *>;y4 

(Return to Text) 
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Sample 18-2: Sentence Structure Labeled Above the Sentence 

Option 1 

1 ,a .1complex .1s5t;e 3si/s ( "o      #,- 

2 9dep5d5t clause & "o or m subord9ate 

3 clauses4 

4 ⠀⠀⠀⠀⠀⠀@.<,ea* s5t;e is foll[$ by a li/ ( 

5 ⠀⠀⠀⠀! "ps ( spee* appe>+ abv ! s5t;e & 

6 ⠀⠀⠀⠀xs correspond+ ^ws4@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ,i ne$ "s new lu7age t is gd = air 

9 ⠀⠀⠀⠀travel4 

10 ⠀⠀9dep5d5t clause3 ,i ne$ "s new lu7age 

11 ⠀⠀subord9ate clause3 t is gd = air 

12 ⠀⠀⠀⠀travel4 

13 ,dallas_/,=t ,wor? ,9t]na;nal ,airport 

14 ⠀⠀⠀⠀got xs "n 2c x lies 2t ! two cities4 

15 ⠀⠀9dep5d5t clause3 ,dallas_/,=t ,wor? 

16 ⠀⠀⠀⠀,9t]na;nal ,airport got xs "n 

17 ⠀⠀subord9ate clause3 2c x lies 2t ! two 

18 ⠀⠀⠀⠀cities4 
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Option 2 

1 444 

2 ⠀⠀⠀⠀⠀⠀@.<,9 brl1 "p-(-spee* labels abv ! 

3 ⠀⠀⠀⠀pr9t l9e >e 5clos$ 9 p>5!ses af ! 

4 ⠀⠀⠀⠀correspond+ ^ws4@.> 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ,i ne$ "s new lu7age "<9dep5d5t clause"> 

7 ⠀⠀t is gd = air travel4 "<subord9ate 

8 ⠀⠀clause"> 

9 ,dallas_/,=t ,wor? ,9t]na;nal ,airport 

10 ⠀⠀got xs "n "<9dep5d5t clause"> 2c x 

11 ⠀⠀lies 2t ! two cities4 "<subord9ate 

12 ⠀⠀clause"> 

(Return to Text) 
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Sample 18-3: List of Boxed Proofreading Marks 

1 7777777777777777777777777777777777   #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,pro(r1d+ ,,m>ks 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

4 @.<p>agraph sign@.> new p>agraph 

5 @.<c>et@.> add 

6 @.<dele;n sign@.> take \ 

7 @.<?ree /ack$ horizontal l9es@.> ,make a 

8 ⠀⠀capital lr4 

9 @.<sla%@.> ,make a small lr4 

10 @.<circl$ sp@.> ,*eck ! spell+4 

11 @.<circl$ p]iod@.> ,add a p]iod4 

12 gggggggggggggggggggggggggggggggggggggggg 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 18-4: Text with Proofreading Marks 

Note: This sample uses the proofreading marks and terminology from 
Sample 18-3. 

5 ⠀⠀⠀⠀⠀⠀@.<,! s5t;e is m>k$ ) pro(r1d+ 

6 ⠀⠀⠀⠀m>ks4 ,ea* m>k is key$4 ,! key$ m>k 

7 ⠀⠀⠀⠀is 9s]t$ af ea* a6ect$ ^w4 

8 ⠀⠀⠀⠀⠀⠀,key to m>ks3 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 #a la/4 ,take \ p]iod 

11 #b pi]re ,make ! ;p a capital lr 

12 #c agree ,add ;d 

13 #d fir ,*eck ! spell+ 

14 #e too ,*eck ! spell+ 

15 #f lesons ,*eck ! spell+@.> 

16 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

17 ⠀⠀,at la/4 #a ! h1d *ef1 pi]re #b 

18 agree #c to take ,greg aside fir #d 

19 too #e h\rs e week = cook+ lesons4 #f 

(Return to Text) 
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Sample 18-5: Diagramming with Shapes 

1 ⠀⠀,! circl$ ^w is ! subject1 !       #,- 

2 box$ ^w is ! v]b4 

3 ⠀⠀⠀⠀⠀⠀@.<,symbols us$3 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 .=@#1 ,circl$ ^w 

6 .=^#1 ,box$ ^w@.> 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 #a4 ,! @#1boy ^#1play$ 9 ! p>k4 

9 #b4 @#1,i ^#1walk to s*ool4 

(Return to Text) 
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Section 19   
Codes and Puzzles 

19.1 Fundamentals ............................................................................... 19-1 
19.2 Number, Letter, and Other Puzzle Codes .......................................... 19-1 
19.3 Words in Code ............................................................................... 19-2 
19.4 Morse Code ................................................................................... 19-3 
19.5 Crossword Puzzles ......................................................................... 19-4 
19.6 Word Puzzles and Letter Searches ................................................... 19-6 
19.7 Sudoku ........................................................................................ 19-7 
19.8 Samples ....................................................................................... 19-8 

19.1 Fundamentals 
19.1.1 There are many types of codes and puzzles and it is 

impossible to discuss all of them. This section provides the 
foundation of transcribing puzzles and simple codes, and 
serves as a guideline to formatting more complex situations. 

19.1.2 A puzzle should be transcribed on a single page whenever 
possible. Place a long puzzle on facing interpoint pages when 
it will not fit on a single page. When single-sided embossers 
are used, an agency may choose to bind two-page puzzles 
so they face each other. 

19.2 Number, Letter, and Other Puzzle Codes 
19.2.1 When letters, numbers, or pictures are substituted for other 

letters, numbers, and/or pictures: 
a. Follow print when there are braille equivalents. 
b. When there are no braille symbols equivalent to the print 

symbols, use braille symbols devised by the transcriber. 
c. Substitute words or letters for pictures. Insert a 

transcriber’s note explaining this usage. Sample: 
All picture clues in the puzzle have been changed to word 

clues. 
d. List symbols on the Special Symbols page or in a 

transcriber’s note before the text. 

19.2.2 Linear Key Format. When letters are printed above or 
below the line(s) of code characters: 
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a. To ensure the code will be read as individual letters, 
insert the grade 1 passage indicator, beginning in cell 1 
and preceded by a blank line or an opening box line, 
before the beginning of the puzzle or code. The dot 
locator for “use” is required before the grade 1 passage 
indicator. (See UEB, §3.14, Dot locator for “use.”) If the 
puzzle or code is in capital letters, include the capitals 
passage indicator following the grade 1 passage indicator 
(unspaced). 

b. Use the next two consecutive braille lines (margins 1-1) 
for the code characters. 

c. When the code characters are longer than one braille 
line, precede and follow each set of code characters by a 
blank line. 

d. Place each braille letter directly above or below its 
corresponding code character. 

e. When a single letter appears above or below a two-digit 
number, place the letter above or below the first digit of 
the number. 

f. Explain the puzzle format in a transcriber’s note. Sample: 
The puzzle code symbols are under the letters. 

g. Place a grade 1 terminator, beginning in cell 1 and 
preceded by the dot locator for “use,” on the line 
following the last line of the puzzle. If the capitals 
passage indicator was used, insert the capitals terminator 
before the grade 1 terminator (all unspaced). 

h. Follow the puzzle with a blank line or a closing box line. 
(See Sample 19-1: Symbol Code on page 19-10 and Sample 
19-2: Linear Key Format on page 19-12.) 

19.3 Words in Code 
19.3.1 Coded Word Puzzles 

a. When numbers are substituted for letters, connect the 
numbers that represent each word with hyphens. 

b. Leave one blank cell between words. 
c. Do not divide words between braille lines. 
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d. Insert a transcriber’s note explaining the puzzle format. 
Sample: 

A hyphen separates the numbers of each word; a space 
separates words. 

Example 19-1: Number-Coded Words 

 

⠀⠀⠀⠀⠀⠀@.<,9 ? puzzle1 code numb]s pr9t$ 

⠀⠀⠀⠀"u da%es repres5t lrs4 ,9 brl1 a 

⠀⠀⠀⠀hyph5 sep>ates ! numb]s ( ea* ^w2 a 

⠀⠀⠀⠀space sep>ates ^ws4@.> 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,h[ c y tell : 5d ( ! worm is ! h1d8 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

#g-#d-#cc-#ab-#h-#ae #cb-#ca #bi-#bj-#i 

#aj-#bd-#ag #e-#db-#ah-#bb-#ba #f-#ad-#c 

#aa-#dg-#ai-#ac-#de-#dj 

e. Use uncontracted braille when coded puzzles are 
scrambled letters. 

f. Grade 1 indicators may be required before single letters 
in the puzzle or key. (See Sample 19-3: Coded Letter 
Puzzle on page 19-13.) 

g. Substitute an underscore for a blank space within a word. 
(See Sample 19-4: Coded Number Riddle on page 19-14.) 

19.4 Morse Code 
19.4.1 Morse code may be shown by a series of dots and dashes. 

4 Morse code dot 
- Morse code dash 
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a. List symbols on the Special Symbols page or in a 
transcriber’s note before the text. 

b. Insert a blank cell between individual symbols for a word. 
c. Insert three blank cells between words. 
d. Line breaks are between words. Do not divide words 

between braille lines. 

Example 19-2: Morse Code (Letters Added for Readability) 

 

-- --- 4-4 444 4⠀⠀⠀-4-4 --- -44 4 

19.4.2 Follow print when sounds such as dit, di, and dah represent 
the Morse code sounds. 
a. Use a hyphen to connect the sounds of a single letter. 
b. Use a space to separate the letters within words. 
c. Follow print for punctuation. 
d. Line breaks are between words. Do not divide words 

between braille lines. 

Example 19-3: Morse Code with Word Sounds 

 

dah-dah dah-dah-dah di-dah-dit di-di-dit 

dit1 dah-di-dah-dit dah-dah-dah 

dah-di-dit dit4 

19.5 Crossword Puzzles 
19.5.1 The format for crossword puzzles is explained before the 

puzzle if there is only one puzzle in the volume. The format 
is provided on the Transcriber’s Notes page if there is more 
than one puzzle in the volume. When the note is on the 
Transcriber’s Notes page, insert a transcriber’s note before 
the puzzle to indicate the location of the explanation. 
Sample: 

For puzzle format, see page t4. 
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19.5.2 Puzzle Clues 
a. Place the clues before the puzzle grid. 
b. Format “Across” and “Down” as cell-5 headings. 
c. Use 1-3 margins for the list of clues. 
d. Present lists of answer words in uncontracted braille. 
e. Give transcriber-assigned column letters and row 

numbers on the same line, after the clue. 
f. The number of letters in the puzzle word may be 

enclosed in parentheses, at the end of each clue. 
g. Enclose the transcriber-assigned column letters/row 

numbers, and the number of letters in the word, in an 
embedded transcriber’s note. 

Example 19-4: Embedded Transcriber’s Note 

 

#a4 ,p>5t's female * @.<a#a "<#h">@.> 

19.5.3 Puzzle Grid. A puzzle grid is the pattern of empty and 
filled-in squares. 
a. Puzzles shaped to resemble a flower, animal, etc., are 

squared off and the shape is described in a transcriber’s 
note. 

b. Assign column letters (a-z) across the top of the puzzle 
grid (omit the grade 1 indicator) and number each row in 
the puzzle grid. 

c. Represent each square to be filled in by a hyphen. 
d. Represent each black square or blank space by a full cell. 
e. When the puzzle is larger than 26 squares across, the 

second set of column letters is doubled, i.e., aa, bb, cc. 
These doubled letters require a two-cell column. 

f. Transcribe letters included in the puzzle in their proper 
spaces without capitals or the grade 1 indicator. 

g. Use the same number of spaces as there are squares in 
the puzzle; do not insert extra spaces. 

h. When possible, place the grid on one page. 
i. When the grid is too long for a page, repeat the column 

letters on line 1 on the next page (line 2 if a running 
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head is used). The grid must allow space for the page 
number and the three blank cells preceding it. When it 
will not fit on the line with the page number, begin the 
grid on line 2. 

j. When the grid is too wide for one page, place the grid on 
facing pages or continued pages. Explain the format in a 
transcriber’s note. Sample: 

The puzzle grid is too wide to fit on a single page. The grid 
appears across facing pages. 

k. When the puzzle will not fit on a single braille page, place 
the grid and as many of the clues as possible on 
interpoint facing pages. 

l. Insert a transcriber’s note before the crossword puzzle. 
Sample: 

In the following crossword puzzle, each clue is followed by 
a transcriber-assigned column letter and row number. Numbers 
in parentheses at the end of each clue indicate the number of 
letters in the puzzle word. The clue letter/number and number 
of letters in the word are enclosed in transcriber’s note 
indicators. In the grid, a hyphen represents a square to be filled 
in, and a full cell represents an empty space. 

(See Sample 19-5: Crossword Puzzle on page 19-18.) 

19.6 Word Puzzles and Letter Searches 
19.6.1 Although it is not possible to provide specific formats for all 

such materials, observe these general directives. 
a. Use uncontracted braille for word puzzles and word 

searches. 
b. Insert the grade 1 passage indicator preceded by a blank 

line before the beginning of the puzzle to ensure it is read 
as individual letters. The dot locator for “use” is required 
before the grade 1 passage indicator, which might 
otherwise be misread because the symbols-sequence 
would contain no upper dot. Place the grade 1 terminator 
on the line following the puzzle (which also requires the 
dot locator for “use”). Insert a blank line to indicate the 
end of the puzzle. (See UEB, §3.14, Dot locator for 
“use.”) 
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c. Insert a space between each letter. If a word puzzle or 
letter search will not fit on the braille page in this format, 
the space between letters may be omitted. 

d. Do not leave blank lines between lines of the puzzle. 

Example 19-5: Word Puzzle 

 

""=;;; 

w s f l o w e r l l 

q q f n w w i o y w 

t y o b h a x s q k 

j u e e a g b e r s 

m u g p p e l r s a 

""=;' 

e. When a puzzle or letter grid requires more than one 
braille page, insert “(cont.)” in an embedded transcriber’s 
note on the last line of each page of the puzzle (except 
the final page). Start the note in cell 1. 

f. For irregularly shaped puzzles, do not insert spaces 
between letters; follow print for letter placement. 

(See Sample 19-6: Shaped-Letter Puzzles on page 19-20.) 

19.7 Sudoku 
19.7.1 A normal 9×9 print Sudoku puzzle uses 30 cells across and 

11 lines down in braille. 
a. Use line mode for the horizontal and vertical lines 

forming the puzzle. (See UEB, §16, Line Mode, Guide 
Dots.) 

b. Do not enclose the puzzle in boxing lines. 
c. Separate each square by a space. 
d. Indicate each empty square by an underscore. 
(See Sample 19-7: Sudoku on page 19-22.) 
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19.8 Samples 
Sample 19-1: Symbol Code, page 19-10 
Sample 19-2: Linear Key Format, page 19-12 
Sample 19-3: Coded Letter Puzzle, page 19-13 
Sample 19-4: Coded Number Riddle, page 19-14 
Sample 19-5: Crossword Puzzle, page 19-18 
Sample 19-6: Shaped Letter Puzzles, page 19-20 
Sample 19-7: Sudoku, page 19-22 
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Sample 19-1: Symbol Code 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,,symbolically ,,sp1k+      #,- 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,^! "ds1 w1!r is pr$ict$ us+ 

4 ⠀⠀⠀⠀comput]s & rad>1 b did y "k t y c 

5 ⠀⠀⠀⠀pr$ict ! w1!r j by look+ at a p9e 

6 ⠀⠀⠀⠀c"o8 ,to f9d \ h[1 use ! lrs & 

7 ⠀⠀⠀⠀symbols *>t to decode ! s5t;e t 

8 ⠀⠀⠀⠀foll[s4 

9 ⠀⠀⠀⠀⠀⠀@.<,symbols >e 2l ea* lr 9 ! 

10 ⠀⠀⠀⠀*>t4 ,all ( ! lrs 9 ! code >e 

11 ⠀⠀⠀⠀capitaliz$ 9 pr9t4@.> 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 ""=;;; 

14 7777777777777777777777777777777777777777 

15 a c d e f g h i l n o p r s t u w y 

16 ! # $ % & * ( ) + = [ ] \ _ < > ? / 

17 gggggggggggggggggggggggggggggggggggggggg 

18 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

19 ?(%= )< )_ *[)=* <[ \!)=1 <(% _#!+%_ [& 

20 ! ])=% #[=% #+[_% >]2 )= $\/ ?%!<(%\1 

21 <(%/ []%=4 

22 ""=;' 

(Return to Text) 
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Sample 19-2: Linear Key Format 

 

1 ⠀⠀⠀⠀,assign a symbol or numb] =     b#hd 

2 ⠀⠀⠀⠀ea* lr ( ! alphabet4 ,%>e ! code ) 

3 ⠀⠀⠀⠀any"o :o w r1d or return a response 

4 ⠀⠀⠀⠀to yr writt5 message4 

5 ⠀⠀⠀⠀⠀⠀,"h is a secret code y c use4 

6 ⠀⠀⠀⠀⠀⠀@.<,! puzzle code symbols >e "u ! 

7 ⠀⠀⠀⠀lrs4@.> 

8 7777777777777777777777777777777777777777 

9 ""=;;;,,, 

10 ⠀a  b  c  d  e  f  g  h  i j k l m n o 

11 #b #d #f #h #a #c #e #g #i 1 2 3 4 5 6 

12 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

13 p q r s t u v w x y z,' 

14 7 8 9 0 / * & z _ ] ( 

15 ""=;' 

16 gggggggggggggggggggggggggggggggggggggggg 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

(Return to Text) 
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Sample 19-3: Coded Letter Puzzle 

 

1 ⠀⠀⠀⠀,decode ! ^ws f yr spell+ li/    #,- 

2 ⠀⠀⠀⠀us+ ! secret code4 ,write yr answ] 9 

3 ⠀⠀⠀⠀! space provid$4 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 7777777777777777777777777777777777777777 

6 ""=;;; 

7 ,,code   q w e r t y u i o p a s d f g h 

8 ,,letter a b c d e f g h i j k l m n o p 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ,,code   j k l z x c v b n m 

11 ,,letter q r s t u v w x y z 

12 gggggggggggggggggggggggggggggggggggggggg 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 #a4 stdgf 

15 #b4 kqwwoz 

16 #c4 ixfudn 

17 #d4 ygktlz 

18 #e4 usqll 

19 ""=;' 

(Return to Text) 
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Sample 19-4: Coded Number Riddle 
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1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,,picture ,,riddle        #bi 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀,solve ! foll[+ riddle ) ! help ( ! 

4 ⠀⠀⠀⠀pictures "u x4 444 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀,,,:y d golf]s c>ry an extra pair ( 

7 ⠀⠀⠀⠀socks8,' 

8 ⠀⠀⠀⠀⠀⠀@.<,picture clues >e *ang$ to ^w 

9 ⠀⠀⠀⠀clues4 ,an "uscore is us$ to 9dicate 

10 ⠀⠀⠀⠀unnumb]$ blanks4 ,! puzzle code 

11 ⠀⠀⠀⠀symbols >e "u ! lrs4 ,a hyph5 

12 ⠀⠀⠀⠀sep>ates symbols t =m a ^w4 ,spaces 

13 ⠀⠀⠀⠀sep>ate ea* set ( symbols4@.> 
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1 ""=;;;⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀a#bi 

2 k   e   y         c  a  k   e 

3 .--#bc-#aj       #c-#ad-.--#ah 

4 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

5 b   a  g         f   i   s  h 

6 .--#d-#aa        .--#ai-#e-#ae 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀h  o  s   e      n  a   i  l 

9 #h-#ba-.--#f     #bj-.--#a-#ag 

10 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

11 c  l   o  w   n   t r   e  e 

12 .--.--#af-.--#b  #g-.--#ab-#i 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀t  e   n  t 

15 #ac-.--#bb-.- 

16 ""=;' 

17 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

18 ⠀⠀⠀⠀,riddle ,answ]3 

19 #a-#b #c-#d-#e-#f #g-#h-#i-#aj 

20 #aa-#ab-#ac #ad #ae-#af-#ag-#ah #ai-#bj 

21 #ba-#bb-#bc6 

(Return to Text) 
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Sample 19-5: Crossword Puzzle 

10 ⠀⠀⠀⠀⠀⠀@.<,9 ! foll[+ cross^w puzzle1 ea* 

11 ⠀⠀⠀⠀clue is foll[$ by a transcrib]- 

12 ⠀⠀⠀⠀assign$ column lr & r[ numb]4 

13 ⠀⠀⠀⠀,numb]s 9 p>5!ses at ! 5d ( ea* clue 

14 ⠀⠀⠀⠀9dicate ! numb] ( lrs 9 ! puzzle ^w4 

15 ⠀⠀⠀⠀,! clue lett]_/numb] & numb] ( lrs 9 

16 ⠀⠀⠀⠀! ^w >e 5clos$ 9 transcrib]'s note 

17 ⠀⠀⠀⠀9dicators4 ,9 ! grid1 a hyph5 

18 ⠀⠀⠀⠀repres5ts a squ>e to 2 fill$ in1 & a 

19 ⠀⠀⠀⠀full cell repres5ts an empty 

20 ⠀⠀⠀⠀space4@.>



 19-19 Section 19 
Codes and Puzzles 

1 ⠀⠀⠀⠀,acr                             #,- 

2 #b4 ,n to foll[ ! rule @.<b#b "<#e">@.> 

3 #d4 ,to let "s?+ g @.<c#e "<#g">@.> 

4 #f4 ,! front ( a televi.n @.<d#g 

5 ⠀⠀"<#f">@.> 444 

6 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

7 ⠀⠀⠀⠀,d[n 

8 #a4 ,to make "s?+ small] @.<d#a 

9 ⠀⠀"<#h">@.> 

10 #c4 ,symbols @.<i#b "<#d">@.> 

11 #e4 ,"s?+ y want to r1* @.<b#g "<#d">@.> 

12 444 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

14 ⠀⠀⠀⠀abcdefghijk 

15 #a  ===-======= 

16 #b  =-----==-== 

17 #c  ===-====-== 

18 #d  ===-====-== 

19 #e  ==-------== 

20 #f  ===-======= 

21 #g  =-=------== 

22 #h  ----===-=== 

23 #i  =-=====-=== 

24 #aj =----==---- 

25 #aa =======-=== 

(Return to Text) 
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Sample 19-6: Shaped Letter Puzzles 
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1 whiskers  small                      #,- 

2 ears      gray 

3 tail      brown 

4 nose      cheese 

5 furry     cat 

6 trap 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀⠀⠀@.<,! puzzle is %ap$ l a m\se4@.> 

9 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

10 ""=;;;,,, 

11 ⠀kf  gh 

12 ⠀sfhbkn 

13 ⠀grayco   ejaxtf 

14 ghmdoqsgycatmjcuft 

15 hwhiskersqrqpodrrap 

16 wbamelvefksmallreie 

17 ⠀hhan  cheesehwyhlj 

18 ⠀⠀⠀⠀⠀⠀⠀browngbfekf 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀hetrap 

20 ""=,';' 

(Return to Text) 
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Sample 19-7: Sudoku 

5 #a .- .- _ .- .- .- _ #h .- .- 

6 .- #e .- _ .- #h .- _ .- #i .- 

7 .- .- #d _ .- #f .- _ .- #b #e 

8 "33333333w3333333333w333333333 

9 .- .- .- _ #g .- .- _ #c #h #i 

10 .- .- #h _ .- .- .- _ #e .- .- 

11 #c #f #a _ .- .- #h _ .- .- .- 

12 "33333333w3333333333w333333333 

13 #f #i .- _ .- #b .- _ #g .- .- 

14 .- #h .- _ .- #c .- _ .- #e .- 

15 .- .- #e _ .- .- .- _ .- .- #d 

(Return to Text) 
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Section 20   
Pronunciation 

20.1 Fundamentals ............................................................................... 20-1 
20.2 Pronunciation Basics ...................................................................... 20-1 
20.3 Simple Pronunciation ..................................................................... 20-2 
20.4 Diacritic Pronunciation .................................................................... 20-3 
20.5 Instructional Content ..................................................................... 20-6 
20.6 Reference Sections with Syllabification and/or Pronunciations ............. 20-7 
20.7 Pronunciation and Summary Keys .................................................... 20-8 
20.8 Samples ..................................................................................... 20-12 

20.1 Fundamentals 
20.1.1 Various systems for representing the pronunciation of 

speech appear in textbooks. Publishers sometimes use 
unique systems, and it is not possible to include all of them 
in these guidelines. This section provides guidance for 
transcribing simple pronunciation and diacritics. 
Simple Pronunciation: Uses font attributes and 
capitalization to indicate pronunciation and syllable stress. 
Diacritics: A pronunciation system is considered to be 
diacritic when it contains letters of the Latin alphabet and 
any of the diacritic marks or special letters. Syllable stress 
usually is shown with stress marks. 
See Formats, §21, Alphabetic References, for additional 
information when pronunciation is used. 

20.1.2 When transcribing phonetics—the exact sounds of a letter or 
letter combinations in a word—refer to IPA Braille 
(International Phonetic Alphabet, used in the study of 
linguistics) as the authorized BANA code for the 
representation of those sounds. The document can be found 
on the BANA website, at 
http://www.brailleauthority.org/ipa/ipa-braille.html. 

20.2 Pronunciation Basics 
20.2.1 Following are the common guidelines for all pronunciation. 

Additional information unique to different types of 
pronunciation is discussed later in this section. 

http://www.brailleauthority.org/ipa/ipa-braille.html
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a. Contractions may be used in a word when the 
pronunciation of the word is featured. 

b. Use modified letter indicators to represent print diacritic 
marks. (See UEB, §4, Letters and Their Modifiers.) 

c. Divide syllabified words that do not fit on one braille line 
at a syllable break. 

20.3 Simple Pronunciation 
20.3.1 Syllable Division. Follow print for symbols or spaces used 

to show syllable division. Sample: 

Example 20-1: Syllable Division 

 

_*ah_4vant-,,g>d_* 

moh⠀,,teef 

20.3.2 Syllable Stress Represented by Capital Letters or Print 
Emphasis. Syllable stress may be indicated by all capitals 
or font attributes such as italics. 
a. When text uses full capitalization to show primary 

syllable stress, place the capital letter or word indicator 
before the affected syllable. 

Example 20-2: Primary Stress Indicated with Double Capitals 

 

"<ad-ap-,,tay-%un"> 

b. Follow print when a font attribute (e.g., italics, boldface, 
etc.) is used to show stress. 

Example 20-3: Primary Stress Indicated with Italics 

 

_\ad ap .1tay %un_\ 
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c. Follow print when syllabification is not indicated. 

Example 20-4: Stress without Syllabification 

 

adap_1tay_'%un 

Example 20-5: Primary and Secondary Stress 

 

@<.1ay.'-bi-,,ah-tik@> 

20.4 Diacritic Pronunciation 
a. Use modified letter indicators for print markings used to 

indicate diacritic pronunciation. 
b. Use a transcriber-defined modifier for print markings that 

do not have a braille equivalent. 
c. List modifiers representing diacritic symbols on the 

Special Symbols page. 
d. Do not use contractions when a modifier applies to one of 

the letters within a contraction. 

Example 20-6: Hyphenated Compound Word 

 

"<9-l@-ine sk@-at 9g"> 

Example 20-7: Partial Pronunciation 

 

"<^3ak tiv1 -t@-av"> 

20.4.1 Syllable Stress Using Print Symbols. Different print signs 
may be used either before or after syllables to indicate 
stress. (See UEB, §15.2, Stress, for braille stress symbols.) 
a. Follow print for placement of stress marks. A transcriber's 

note may be added to the Transcriber's Note page if 
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placement of the stress mark might make it difficult to 
tell which syllable is stressed. 

b. If stress marks are not included in a pronunciation key, 
include them on the Special Symbols page. 

c. Stress marks do not replace the print symbol showing 
syllable breaks. 

d. Use a transcriber-defined indicator for a tertiary stress 
mark. Note: A grade 1 indicator preceding the 
transcriber-defined indicator may be required. 

Example 20-8: Primary and Secondary Stress 

 

"<>^.b _5 mat^.2 ik"> 

Example 20-9: Primary, Secondary, and Tertiary Stress 

 

⠀⠀⠀⠀⠀⠀@.<.=? repres5ts t]ti>y /ress@.> 

_/p5^.b-man;?-%ip^.2_/ 

Example 20-10: High (Primary) and Low (Secondary) Stress 

 

_*^.ba-pr_5-^.2k^3at_* 

e. Occasionally a mark appearing over a vowel in words of 
more than one syllable indicates stress. Use the correct 
modifier to represent the print symbol(s). 

Example 20-11: Stress over the First Vowel in the Syllable 

 

a-back .<_5b^/ak.> 

20.4.2 Font Attributes in Diacritic Notation. Ignore font 
attributes when syllables are marked with both stress signs 
and emphasis. 
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Example 20-12: Ignore Emphasis When Stress Mark Also Used 

 

@<_5_4m@-az^.b@> 

20.4.3 Follow print for emphasis or capital letters appearing in 
diacritic notation. (See UEB, §4, Letters and Their Modifiers 
and §8.8, Choice of Capitalized Indicators.) 

Example 20-13: Italics and Capitals with Diacritics 

 

.1?.'umb 

.1t^6h.'umb 
,,?,'5 

,,@3th,'5 

20.4.4 Diacritic Marking of Two Letters. Enclose the modified 
letters in braille grouping indicators if a single modifier 
applies to more than one letter. Note: Grade 1 indicators 
are not required for the grouping indicators because a 
modifier cannot be followed by a contraction. (See UEB, 
§4.2.5, Modifiers.) 

Example 20-14: Diacritic Marking of Two Letters 

 

f@-<oo>l 

@*<th>]e 

20.4.5 Diacritic Marking of Ligatured Letters 
a. The modifier precedes the affected letter when only one 

of a pair of ligatured letters is marked. 
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Example 20-15: Diacritic Ligatured Letters 

 

virt^6@-ue 

b. The modifier precedes the first letter when both ligatured 
letters are marked with a single diacritic. Use grouping 
indicators to enclose the modified letters. 

Example 20-16: Ligatured Letters with a Single Diacritic Mark 

 

b@-<o^6o>k 

20.4.6 Diacritic Marking above and below a Single Letter 
a. The lowest mark is transcribed first if diacritic marks 

appear both above and below a letter, or both through 
and below a letter. Both marks are transcribed before the 
letter. 

Example 20-17: Diacritic Marks above and below Letter 

 

^&^/c 

b. The mark nearest the letter is transcribed first when two 
or more diacritic marks appear above a letter. 

Example 20-18: Two Diacritic Marks above Letter 

 

f@-^%e> 

20.5 Instructional Content 
20.5.1 Follow print when a diacritic symbol is shown in print without 

an associated letter or word, as in a dictionary entry or 
instructional material. 
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Example 20-19: Freestanding Stress Marks within Text 

 

⠀⠀,! prim>y /ress m>k is ^.b & ! 

second>y /ress m>k is ^.24 

Example 20-20: Freestanding Macron in Text 

 

,! @- %[s ! l;g v[el s.d4 

20.6 Reference Sections with Syllabification and/or 
Pronunciations 

20.6.1 Entry words may or may not be syllabified and/or include 
pronunciation or stress. 
A main entry word segment may be a word or phrase. 
The definition segment includes the part of speech label, 
definition, descriptions, examples, etc. 
a. Contract the first writing of entry words without showing 

syllable breaks, stress, or modifiers. 
b. Insert the word a second time showing syllable breaks 

and stress if the entry word shows stress and/or syllable 
breaks. 

c. When the main entry word is followed by punctuation, 
capitalization, or enclosure symbols, leave one blank cell 
between it (including respelling and pronunciations) and 
the definition segment. 

d. When the main entry word segment is not followed by 
punctuation, capitalization, or enclosure symbols, leave 
two blank cells between it and the definition segment. 

e. Two blank cells always separate a main entry phrase 
from the definition segment. 

Example 20-21: Not Syllabified, No Pronunciation 

 

a3us$⠀⠀adj4 blam$ 
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Example 20-22: Not Syllabified, Pronunciation 

 

a3us$⠀"<uh-,,kuzd">⠀adj4 blam$ 

Example 20-23: Syllabified/Stress, No Pronunciation 

 

a3us$⠀ac-cus$^.b⠀⠀adj4 blam$ 

Example 20-24: Syllabified, Pronunciation 

 

a3us$⠀ac-cus$⠀"<_5-ky@-uzd^.b">⠀adj4 

⠀⠀blam$ 

Example 20-25: Stressed/Syllabified, No Pronunciation 

 

h1dpiece⠀,,h1d-piece⠀,a helmet or cap 

⠀⠀worn to protect ! h1d4 

Example 20-26: Phrase not Syllabified, Pronunciation 

 

,a*illes heel⠀"<_5-k@+il^.b@-ez h@-el"> 

⠀⠀,a p]son's w1k or vuln]able po9t4 

20.7 Pronunciation and Summary Keys 
20.7.1 Pronunciation keys appear in a variety of print layouts, and 

terms such as pronunciation key and pronunciation table are 
used interchangeably. 

20.7.2 Summary keys are a reminder of the diacritics being used, 
and appear typically on each page or alternate pages in 
some alphabetic reference material. (See Sample 20-1: 
Pronunciation and Summary Keys on page 20-13, Sample 
20-2: Pronunciation and Paragraph Summary on page 
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20-14, and Sample 20-3: Pronunciation Key on Odd Pages 
on page 20-15.) 

20.7.3 Placement of Pronunciation Keys 
a. Insert pronunciation keys before the alphabetic reference 

material regardless of where they occur in print. 
b. The pronunciation key is necessary in every volume in 

which pronunciations are used. If the pronunciation key is 
needed in any other volume than the one in which it 
occurs, place it in the preliminary pages. Note: Maintain 
the original placement if there are no pronunciations prior 
to the print location of the key. 

c. Include the print page number of the transposed page 
that contains the repeated pronunciation key on the title 
page. For example: 

Title page: Print pages 395, 45-a86 
20.7.4 Format for Pronunciation Keys. The format for 

pronunciation keys varies, depending on how print sample 
words are shown. 
a. Follow print when categories are provided. 
b. Do not assign headings when none are shown in print. 
c. When pronunciation keys are shown in columns, list the 

entries using 1-3 margins, or 1-5, 3-5 for a nested list. 
Omit print column headings. Explain the change to print 
in a transcriber’s note. 

d. Precede symbols by the dot locator for “mention.” 
Letters, groups of letters, or letters with modifiers do not 
require the dot locator and should be transcribed without 
contractions. 
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Example 20-27: Pronunciation Key in Columns with Headings 

 

a ^2at1 b^2ad 
;e ^2ev5 
ng lo^1ng1 pi^2nk 
oi ^1oi^'l1 t^1oy 
;u ^2up1 m^2ud 
zh vi^1si^'on1 sei^2zure 

20.7.5 Example Words in Pronunciation Keys 
a. Begin each pronunciation key entry in cell 1. 
b. Contract example words. 
c. Follow print for use of emphasis. 

Example 20-28: Example Words Without Emphasis 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,pronuncia;n ,key 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

a back 

ah "f 

ay "d 

ch nature 

;e less 

i idea1 life 
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Example 20-29: Schwa 

 

.=_5 "7 a 9 abv 

Example 20-30: Diacritic Symbols without Identification 

 

.=@+ 

.=^3 

.=@- 

(See Sample 20-4: Pronunciation Key without Heading on 
page 20-16.) 

20.7.6 Summary Keys 
a. Omit the summary key when print includes a 

pronunciation key and a summary key. 
b. Include the summary key when it is the only type of key. 
c. Insert summary keys before the beginning of dictionaries 

or glossaries. Do not repeat them in following text. 
d. Follow print paragraph or list format. 

Example 20-31: Summary Key with Diacritics 

 

^2add1 ^2@-ace1 c^2^%are1 p^2^3alm2 

^25d1 ^2@-equal2 ^2x1 ^2@-ice2 ^2odd1 

^2@-op51 ^2^%ord]2 ^2up1 b^2^%urn2 .=_5 

"7 a 9 abv1 ;e 9 sick51 i 9 possible1 o 

9 melon1 ;u 9 circus 
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20.8 Samples 
Sample 20-1: Pronunciation and Summary Keys, page 20-13 
Sample 20-2: Pronunciation and Paragraph Summary, page 

20-14 
Sample 20-3: Pronunciation Key on Odd Pages, page 20-15 
Sample 20-4: Pronunciation Key without Heading, page  

20-16 
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Sample 20-1: Pronunciation and Summary Keys (Print Only) 

 

 

(Return to Text) 
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Sample 20-2: Pronunciation and Paragraph Summary (Print Only) 

 

 

(Return to Text) 
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Sample 20-3: Pronunciation Key on Odd Pages (Print Only) 

 

(Return to Text) 
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Sample 20-4: Pronunciation Key without Heading 
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1 7777777777777777777777777777777777   #,- 

2 a add 

3 @-a ace 

4 ^%a c>e 

5 ^3a palm 

6 ;e 5d 

7 @-e equal 

8 i x 

9 @-i ice 

10 o odd 

11 @-o op5 

12 ^%o ord] 

13 @+<oo> took 

14 @-<oo> pool 

15 ;u up 

16 ^%u burn 

17 y@-<oo> fuse 

18 oi oil 

19 ou p\t 

20 ng r+ 

21 th ?9 

22 @*<th> ? 

23 zh vi.n 

—New Braille Page— 
1 .=_5 "7                             a#,- 

2 ⠀⠀a 9 .1abv 

3 ⠀⠀;e 9 .1sick5 

4 ⠀⠀i 9 .1possible 

5 ⠀⠀o 9 .1melon 

6 ⠀⠀;u 9 .1circus 

7 gggggggggggggggggggggggggggggggggggggggg 

(Return to Text) 
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21.1 Fundamentals 
21.1.1 This section contains general provisions for alphabetic 

references, e.g., glossaries, thesauruses, dictionaries, and 
indexes. Other alphabetic reference materials (e.g., 
gazetteers) also fall into this category, and the guidelines 
provided in this section serve as the appropriate format for 
them. (See Formats, §21.6.3, English and Foreign Language 
Glossaries.) 
Bibliographies fall into a separate category and are an 
exception to the guidelines in this section. (See Formats, 
§22, Bibliographies.) 

21.2 General Format for Alphabetic References 
21.2.1 These are the common guidelines for formatting alphabetic 

references. Additional information unique to specific 
alphabetic references is discussed later in this section. Note: 
See Formats, §21.9 for formatting specifically related to 
foreign language materials. 
a. Start each alphabetic reference on a new braille page. 
b. The main entry begins in cell 1. Each subentry level 

begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 
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One level: 1-3 
Two levels: 1-5, 3-5 
Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 

21.2.2 Font Attributes. Ignore entry word font attributes when all 
entry words are emphasized. Use emphasis only for entry 
words requiring distinction, e.g., book titles, foreign terms, 
etc. 

Example 21-1: Italicized Entry Word 

 

8,ac;n >*aeology10 #cjb 

,ac;n !ory ( develop;t ( /ates1 #cac1 

⠀⠀#caf 

.1,adapis1 #acj 

,adapta;n1 #ej1 #eb1 #ee 

21.2.3 Alphabetical Divisions 
a. Center alphabetical division letters. 
b. The grade 1 indicator is used before alphabetical division 

letters as required. 
c. Insert a blank line before, but not after, the first 

alphabetical division. 
d. Do not insert blank lines before or after other 

alphabetical divisions. 
e. Follow print for capitalization. 
f. Alphabetical divisions are followed by at least one line of 

text at the bottom of the braille page. 
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Example 21-2: Alphabetical Division Preceded by a Blank Line 

 

⠀⠀⠀⠀⠀⠀⠀,^ws to ,"k3 ,a3ess ,guide 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,g to ! page numb] = ^w def9i;ns4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a 

abom9ably1 #icj 

g. Insert one blank line when print uses only blank lines to 
separate alphabetical divisions. 

Example 21-3: Blank Lines Indicating Alphabetical Divisions 

 

,ext]nal migra;n1 #gjg 

,ext9c;n1 #fhc-#fhd 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

,falcip>um mal>ia1 #c1 #dd1 #ec1 #ed 

h. Do not insert blank lines if alphabetical divisions are not 
indicated in print. 

Example 21-4: Alphabetical Divisions not Indicated 

 

,ext]nal migra;n1 #gjg 

,ext9c;n1 #fhc-#fhd 

,falcip>um mal>ia1 #c1 #dd1 #ec1 #ed 
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21.2.4 Cross-References (“See” or “See also”) 
a. Follow print for placement. 
b. Retain font attributes. 

Example 21-5: Cross-References 

 

,hi< ,middle ,ages1 #bag-#db 

⠀⠀,agriculture1 #bah-#bj1 #bbi 

⠀⠀,russia1 #bed-#ee4 .1,see .1al ,soviet 

⠀⠀⠀⠀,union 

⠀⠀.1,see .1al ,e>ly ,middle ,ages 

21.2.5 Alphabetic Reference Type and Letter Sequence on the 
Title Page. When an alphabetic reference (e.g., dictionary, 
thesaurus, etc.) occupies more than one braille volume, 
include the sequence of letters that identify the range of 
entries contained in that volume on the title page. Insert this 
information after the volume number. In addition: 
a. Include the type of alphabetic reference, e.g., “Index,” 

“Thesaurus,” etc. 
b. Use uncontracted braille for the letter sequences. 
c. Place the same letter sequence on the volume binding or 

spine in both print and braille. 

Example 21-6: Title Page Format for Inclusive Letters of Index 

 

,volume #b ,9dex ;alt-arte 

21.3 Guide Words 
21.3.1 Print Page Guide Words 

a. Omit print guide words unless the text is teaching 
readers how to use guide words. 
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b. When discussed in the text, center the print page guide 
words at the beginning of each print page. 

c. Do not leave blank lines before or after print page guide 
words. 

d. Insert a transcriber’s note before an excerpt or facsimile 
to inform the reader when print shows only the first and 
last entry words on facing pages. Sample: 

In the excerpt below, print guide words are centered at the 
beginning of each print page. 

Example 21-7: Print Guide Words on Facing Pages 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀brl                #hh 

text 444 

-------------------------------------#hi 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀br1k 

text 444 

e. Follow print for the symbol used between two guide 
words. 
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Example 21-8: Examples of Print Guide-Word Separators 

 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀9f],-9h]it           #cca 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀9f]_49h]it           #cca 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀9f];\o9h]it           #cca 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀9f] _\ 9h]it         #cca 

21.3.2 Braille Page Guide Words. Add braille page guide words 
to all alphabetic references except bibliographies. An agency 
may choose to omit the guide words in certain alphabetic 
references, such as indexes. 
a. Guide words indicate the first and last main entries on 

the braille page. 
b. Do not generate guide words for subentries. 
c. Center guide words on the last line of every braille page. 
d. At least three blank cells must precede the first guide 

word. 
e. Leave at least three blank cells between the last guide 

word and braille page number. 
f. Leave at least three blank cells after the second guide 

word when there is no braille page number on interpoint 
even pages. 

g. Do not include punctuation attached to the end of the 
entry word in the guide word text. 

h. Use a dash to connect guide words. 

Example 21-9: Guide Words with Dash 

 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀aborig9al,--agogy         #,- 
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i. Shorten guide words when entry words are too long to fit. 
Do not add a period. Include enough letters from each 
entry word to make it intelligible. 

Example 21-10: Shortened Guide Words 

 

25 ⠀⠀⠀⠀⠀acetylsal,-acquir$ immune def⠀⠀⠀#,- 

j. Use the last guide word from the previous page(s) 
followed by “(cont.)” when there are no new main entry 
words on a braille page. 

Example 21-11: Continued Guide Word 

 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀keep "<3t4">           #,- 

21.4 Indexes 
21.4.1 Indexes may be found on the last pages of a text or printed 

on the inside cover. 
21.4.2 Transcribe indexes printed in two or more columns as a list. 

Do not retain column headings. Insert a transcriber’s note to 
explain the change to print format. 
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21.4.3 Font Attributes. Omit font attributes when a letter such as 
m for map, or p for photograph is emphasized as part of a 
page number in the index. 

Example 21-12: Emphasized Page Numbers 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,9dex⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀#icb 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀,page numb]s af an ;m ref] to a map4 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a 

,aeg1n ,sea1 #bdg1 #bdh1 #bej1 m#bdg 

,africa1 #cfh-#cgc1 #fga1 m#fjh 

21.4.4 An index entry consists of the word or phrase with all its 
page references and subentries. 

Example 21-13: Index with Listed Subentry 

 

⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a 

,ab5aki1 cr1;n my?s (1 #feh-#fei 

,acquir$ immune defici5cy syndrome 

⠀⠀⠀⠀"<,,aids"> 

⠀⠀culturally specific $uca;n & s]vices 

⠀⠀⠀⠀=1 #dij-#dia 

,ac;n an?ropology1 #fhg 

Change subentries in paragraph form to a nested list. Start 
main entries in cell 1. All runovers are in the same position. 
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Example 21-14: Paragraphed Index Entries with Subentries 

 

,air,ways1 #gj 

,alabama1 

⠀⠀z "r-to-"w law /ate1 #bja2 

⠀⠀p] capita p]sonal 9come1 #cii2 

⠀⠀gr[? ( r1l p] capita p]sonal 9come1 

⠀⠀⠀⠀#cii 

21.5 References without Syllabification or Pronunciation 
21.5.1 Entry Words 

a. The entry-word segment includes the word or phrase 
being defined. 

b. The definition segment includes the part-of-speech label, 
definition, descriptions, examples, etc. 

c. Leave one blank cell between the entry-word segment 
and the definition segment when the entry word is 
followed by punctuation, capitalization, or enclosure 
symbols. 

Example 21-15: Entry Word Followed by Punctuation 

 

addic;n3⠀compulsive drug crav+ & use1 

⠀⠀despite adv]se 3sequ;es 

Example 21-16: Entry Word Followed by Capitalization 

 

alpha⠀waves⠀,! relatively sl[ bra9 waves 

⠀⠀( a relax$1 awake /ate4 
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Example 21-17: Entry Word Followed by Enclosure Symbols 

 

antique⠀"<;n4"> relic1 >tifact1 

⠀⠀heirloom1 survival1 r>;y1 monu;t1 

⠀⠀ve/ige1 ru94 

d. Leave two blank cells between the entry-word segment 
and the definition segment when it is not followed by 
punctuation, capitalization, or enclosure symbols. 

Example 21-18: Entry Word Followed by Lowercase Definition 

 

acronym⠀⠀a ^w =m$ by us+ ! 9itial lrs ( 

⠀⠀o!r ^ws3 rad> "<.1ra.'dio .2detect+ 

⠀⠀.2& .2rang+"> 

e. Insert two blank spaces before the start of all definitions 
or descriptions when the alphabetic reference has a 
variety of entry styles. 

Example 21-19: Mixed Entries 

 

daft⠀⠀crazy1 silly 
daily⠀"<dailies">⠀⠀o3urr+ e "d 

21.5.2 Abbreviations for Parts of Speech 
a. Omit font attributes unless needed for distinction. 
b. Follow print for use of punctuation. 
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Example 21-20: Abbreviation with Font Attribute Omitted 

 

apply⠀⠀;v to lay or spr1d on4 

21.5.3 Sample Sentences. Retain font attributes in sample 
sentences. 

Example 21-21: Sample Sentence with Font Attributes 

 

apply⠀⠀to lay or spr1d on4 .7,pl1se 

⠀⠀^1apply ! wax 9 a circul> mo;n4.' 

21.6 Glossaries 
21.6.1 Simple Glossaries. There is no syllabification or 

pronunciation in a simple glossary. Follow print layout of 
entries and subentries arranged in paragraphs, lists, or other 
formats. (See Sample 21-1: Simple Glossary on page 21-26 
and Sample 21-2: Multilevel Glossary on page 21-28.) 

21.6.2 Glossaries with Pronunciation. The basic format of a 
glossary is the same when it includes pronunciation. (See 
Formats, §20.7, Pronunciation.) When entry words are 
shown with syllable breaks, insert the word in contracted 
form with no syllable breaks at the margin. Follow this (after 
one blank cell) with the word showing syllable breaks and 
using contracted braille. (See Sample 21-3: Glossary with 
Diacritics on page 21-30.) 

21.6.3 English and Foreign Language Glossaries. English and 
foreign language entry words are frequently separated by a 
slash or dash, with the foreign language definition following 
on the same line. 
a. Use contracted braille for English entry words. 
b. Use uncontracted braille for foreign language entry 

words, using the appropriate accented letters and 
symbols for the language. (See UEB, §13, Foreign 
Language.) 
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c. List foreign language symbols on the Special Symbols 
page. 

Example 21-22: Simple English/Spanish Glossary 

 

bact]ia_/bacter/as⠀,peque]/simos 

⠀⠀microorganismos unicelulares4 

⠀⠀"<,b#ei"> 

bal.e_/equilibrio⠀,la habilidad de no 

⠀⠀caer4 "<,c#be"> 

2nign_/benigno⠀,que no es canceroso4 

⠀⠀"<,d#fd"> 

d. The language by which the glossary is organized should 
be used for guide words. (See Sample 21-4: Guide Words 
for English/Spanish Glossary on page 21-32.) 

e. English and foreign language glossary words may appear 
as separate entries on the same page. Use 1-5 margins 
for the main entry words, 3-5 margins for the subentry 
words. (See Sample 21-5: Side-by-Side English/Spanish 
Glossary on page 21-33 and Sample 21-6: Nested 
English/Spanish Glossary on page 21-34.) 

f. English and foreign language glossary word entries may 
appear on facing pages. Combine the entries into a 
nested list as above, and use combined print page 
numbers, e.g., 454-455, a454-455, b454-455, etc. 

21.6.5 Glossaries with Samples. Some glossaries and handbooks 
may include examples of print formats, e.g., lines of poetry, 
sentence diagrams, other illustrative materials, etc. 
a. Omit illustrations when they do not add information to 

the entry. 
b. Retain diagrams in math and science textbooks. 
c. Treat the entry word or entry heading as a cell-5 

heading. Use this format for the entire section, even if 
some entries do not have samples. 

d. Guide words are generated from the cell-5 headings. 
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e. Use the appropriate format for the example, e.g., 
paragraphs, poetry, etc. 

f. Do not insert a blank line between the heading and 
illustrative material, even though blank lines are required 
in specific formats, such as poetry. (See Sample 21-7: 
Glossary with Lines of Poetry on page 21-35.) 

g. Examples of glossary terms are treated as displayed 
material when they follow the definition. (See Formats, 
§9, Displayed Material, Attributions, and Source 
Information.) 

(See Sample 21-8: Glossary with Displayed Text on page 
21-36.) 

21.7 Thesauruses 
21.7.1 Thesauruses may be a listing of synonyms, antonyms, etc., 

or a listing of a specialized vocabulary. Generally diacritics 
are not used. 
a. Follow print layout of entries and subentries. 
b. Follow print for the spacing of a dash, which typically 

indicates antonyms. This dash cannot end a braille line. 

21.7.2 Single-Level Thesaurus. Use 1-3 margins for all entries. 
(See Sample 21-9: Single-Level Thesaurus on page 21-38.) 

21.7.3 Multilevel Thesaurus. Print does not always use indention 
to indicate subentries. In this case, the entries are often 
bold and subentries are another font attribute, such as 
italics. 
a. Use a nested list format, with 1-5 margins for all main 

entries and 3-5 margins for all subentries. 
b. Omit font attributes for entry words at the main and 

subentry levels. 
(See Sample 21-10: Multilevel Thesaurus on page 21-39.) 

21.8 Dictionaries and Facsimiles 
21.8.1 Dictionaries include a number of features not found in other 

alphabetic references. 
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21.8.2 Special Print Markers. Follow print for the placement and 
spacing of print markers, e.g., symbolic colon. List the 
symbols on the Special Symbols page or in a transcriber’s 
note before the text. 

Example 21-23: Dictionary Entry with Left Angle Bracket 

 

b\lev>d b\_4le_4v>d 

⠀⠀"<bo^6ol^.b_5 v^3ard^.2">⠀;n4 .<;,fr 

⠀⠀@< ,m,du .1bolw]c1 bulw>k.> a broad 

⠀⠀/reet l9$ ) trees1 etc4 

a. Symbolic Colon. Some dictionaries use the symbolic 
colon (i.e., a boldface or regular colon, often printed with 
a space preceding and following it) to introduce a 
definition, or to separate two or more definitions. Follow 
print for placement and emphasis. 

Example 21-24: Lightface Symbolic Colon 

 

uncage⠀444⠀.1transitive .1v]b 3 to 

⠀⠀rel1se f or z if f a cage 3 free f 

⠀⠀re/ra9t 

b. Dashes and Swung Dashes. Many dictionaries use the 
dash and/or the swung dash to replace or stand for the 
main entry word at certain points in the entries. Follow 
print for emphasis, number, and spacing of dashes. 
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Example 21-25: Angle Brackets, Swung Dash 

 

/ay 444 

⠀⠀#f4 to keep ev5 9 a 3te/ or rivalry 

⠀⠀⠀⠀@<^2@9 ) ! l1d]s@> 

c. Follow print when a swung dash is followed by an 
unspaced letter or letters. 

Example 21-26: Symbolic Colon, Angle Brackets, Swung Dash 

 

/ay 444 

⠀⠀#c4 ^23 to rema9 dur+ @<^2@9$ ! :ole 

⠀⠀⠀⠀"t@> 

21.8.3 Terminology 
a. Entry. The entry includes the word or phrase being 

defined. It also includes pronunciation information; 
derivations; parts of speech; definitions; subentries, 
antonyms, synonyms; sample sentences; and 
illustrations. 

Example 21-27: Entry (See Example 21-30 for Braille) 

 

b. Entry-Word Segment. A main entry-word segment 
includes the word or phrase, the respelling, and the 
pronunciation. 
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Example 21-28: Entry-Word Segment in Dictionary Entry (Print Only) 

 

c. Definition Segment. The definition segment includes 
the part-of-speech label, definition, descriptions, 
examples, etc. 

Example 21-29: Definition Segment in Dictionary Entry (Print Only) 

 

d. Subentry. A subentry is an entry that is subservient to 
the main entry. It may be a definition, another part of 
speech, another form of spelling, or a cross-reference. 
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Example 21-30: Subentry in Dictionary Entry 

 

pres5ta;n pre-s5-ta-tion 

⠀⠀⠀⠀⠀⠀_*pre^.2-z5-t@-a^.b-%_5n_* 

⠀⠀;n "<#ae ;c"> 

⠀⠀#a 

⠀⠀⠀⠀a 3 ! act ( pres5t+ 

⠀⠀⠀⠀;b 3 ! act1 p[]1 or privilege esp4 ( 

⠀⠀⠀⠀⠀⠀a patron ( apply+ to ! bi%op or 

⠀⠀⠀⠀⠀⠀ord9>y = 9/itut+ "s"o 9to a 

⠀⠀⠀⠀⠀⠀b5efice 

⠀⠀#b 3 "s?+ pres5t$3 

⠀⠀⠀⠀a 3 a symbol or image t repres5ts 

⠀⠀⠀⠀⠀⠀"s?+ 

⠀⠀⠀⠀;b 3 "s?+ (f]$ or giv5 

⠀⠀#c 3 an imm object ( p]cep;n1 cogni;n1 

⠀⠀⠀⠀⠀⠀or memory 

⠀⠀,-pres5ta;nal pre-s5-ta-tion-;al 

e. Sub-subentry. A sub-subentry is subservient to the 
subentry. 

Example 21-31: Sub-subentry in Dictionary Entry (Print Only) 
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21.8.4 Single-Level Dictionary Entries 
Example 21-32: Single-Level Dictionary Entries 

 

active duty,-,full-"t duty 9 ! active 

⠀⠀milit>y s]vice ( ! ,unit$ ,/ates4 ,see 

⠀⠀al ^7active duty = tra9+2 9active duty 

⠀⠀tra9+4^' 

21.8.5 Multilevel Dictionary Entries. All of the following are 
treated as subentries, no matter how they appear in print: 
a. Parts of speech: Each part of speech is treated as a 

subentry when an entry includes more than one part-of-
speech label. 

b. Each numbered or lettered definition. 
c. Run-in derived entries, e.g., —flat-ly adv. —flat-ness n. 
d. Synonyms or antonyms. 
e. “See also” references when they apply to the entry and 

all subentries. 

Example 21-33: Dictionary with Subentries 

 

improve im-prove "<im_4pr@-<o^6o>v^.b"> 

⠀⠀⠀⠀;v4 

⠀⠀#a to make or 2come bett] .<,busi;s 

⠀⠀⠀⠀has .1improv$4.> 

⠀⠀#b to make gd use ( .<,%e .1improv$ h] 

⠀⠀⠀⠀sp>e "t by r1d+4.> 

⠀⠀,-^7improv$ im_4prov$^.b1 improv+ 

⠀⠀⠀⠀im_4prov^.b9g^' 

f. Second-definition levels are treated as sub-subentries. 
g. Words of foreign derivation are contracted. 
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(See Sample 21-11: Dictionary with Sub- and Sub-
subentries on page 21-40.) 

21.8.6 Entry Words with Superscript Numbers 
a. Regardless of print placement, place the superscript 

number after the entry word in braille. Follow print for 
spacing. 

b. List the superscript indicator on the Special Symbols 
page, or in a transcriber’s note before the text. 

c. Insert a transcriber’s note when the superscript numbers 
appear before the entry words in print. Sample: 

Superscript numbers appear before the entry word in print. 
They are inserted after the entry word in braille. .=9 is the 
superscript indicator. 

Example 21-34: Superscript Numbers Before Entry Words 

 

live;9#a _/l@+iv_/⠀;v4 9tr4 ,to 2 alive2 

⠀⠀exi/ 
live;9#b _/l@-iv_/⠀adj4 ,hav+ life2 

⠀⠀alive3 live animals 

Example 21-35: Superscript Numbers After Entry Words 

 

live;9#a _/l@+iv_/⠀;v4 9tr4 ,to 2 alive2 

⠀⠀exi/ 
live;9#b _/l@-iv_/⠀adj4 ,hav+ life2 

⠀⠀alive3 live animals 

21.8.7 Marginal Labels. See Formats, §16.11, Keying Technique 
for Marginal Labels, when dictionary excerpts/facsimiles 
have marginal labels. 
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21.9 Alphabetic References in Foreign Language Materials 
21.9.1 These guidelines are unique to the formatting of alphabetic 

references in foreign language materials. 
a. Ignore print emphasis for entry words, subentry words, 

and all translations and definitions unless needed for 
distinction. 

b. It is important to determine whether abbreviations are 
given in English or in the foreign language, e.g., inf. can 
mean either infinitive or infinitif, and sing. may represent 
either singular or singulier. Follow the guidelines for 
foreign language materials using contracted braille for 
English abbreviations and uncontracted braille for foreign 
abbreviations. (See Formats, §1.16, Foreign Material in 
English Context.) 

21.9.2 Bilingual Reference Materials 
a. Use nested list format. 
b. A complete entry word consists of the main entry word 

itself plus its pronunciation, abbreviation for gender, part 
of speech, and other forms of the word. 

c. Insert a braille colon to indicate a change in language 
after each complete entry or subentry word that is 
followed by a translation. If a print comma appears at 
this point, omit it and substitute a colon. 

d. If a special print sign (e.g., an asterisk) is printed after 
an entry word, the asterisk symbol is transposed to 
precede the entry word. Explain this rearrangement in a 
transcriber’s note placed before its first occurrence. 

e. Use the following format when articles, reflexive 
pronouns, special print signs, specially marked items, or 
English infinitives, are shown before entry words. 
(1) Begin the longest article, reflexive pronoun, etc. in 

cell 1. 
(2) Align the initial letters of the foreign language words. 
(3) The left margin is the braille cell in which the initial 

letter of the entry words appears. 
(4) Adjust each braille page to align the main entry 

words on that page. 
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(5) All runovers are two cells to the right of the main 
entry left margin. If the main entry begins in cell 4, 
runovers are in cell 6; if the main entry begins in cell 
5, runovers are in cell 7. 

(6) Begin subentries two cells to the right of the main 
entry margin and adjust the runovers accordingly. If 
the main entry begins in cell 5, all subentries begin 
in cell 7 and all runovers begin in cell 9. 

(7) When there is more than one element preceding a 
foreign main entry word, the established margin is 
still at the entry word itself. 

Example 21-36: Foreign Language Glossary 

 

las botas3 boots1 #h 

⠀el bote3 boat1 #i2 

⠀⠀⠀⠀⠀⠀el bote de vela3 sailboat1 #aj2 

⠀⠀⠀⠀⠀⠀pasear en bote de vela3 to g \ 9 a 

⠀⠀⠀⠀⠀⠀⠀⠀sailboat1 #aj 

⠀el brazo3 >m1 #g 

⠀⠀⠀⠀brillar3 to %9e1 #g 

⠀⠀⠀⠀brindar3 to (f]1 #e 

f. When a print colon and a subentry word, rather than a 
translation, are shown following the entry word, 
substitute a semicolon for the colon. Place the subentry 
word on the following braille line at the established 
margin. The translation follows on the next braille line 
indented two cells to the right of the established margin. 
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Example 21-37: Foreign Language Glossary with Print Colon 

 

to %[3 ense]ar1 #d2 

⠀⠀⠀⠀⠀to %[ photos3 ense]ar fotos1 #i 

⠀⠀⠀%y3 t/mido"<a">1 #b 

⠀⠀⠀sick2 to be3 estar enfermo"<a">1 #g 

⠀⠀⠀silk3 la seda1 #h 

⠀⠀⠀silly3 tonto"<a">1 #c 

21.9.3 Dashes and Hyphens in Foreign Entries 
a. Insert the appropriate modifier (unspaced) before the 

braille dash or hyphen if an accent mark is shown above 
the print symbol. (See UEB, §4.2, Modifiers.) Explain this 
usage on the Special Symbols page. 

b. Represent a spaced dash, hyphen, or special print sign 
that is used to indicate the repetition of an entire word by 
a spaced braille dash. 

Example 21-38: Repetitions Shown with Print Symbols 

 

coup1 ,- de pied 

der ,laden1 ^3,- 

das ,leben1 ,- 

c. Represent a dash, hyphen, or special print sign (often 
unspaced) used to indicate the omission of a word or 
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word part to which an addition is to be made by the 
braille hyphen. 

Example 21-39: Additions Represented by Print Symbols 

 

dessus1 l(-- 

der ,tisch1 -e 

der ,spass1 ^3-e or ^3-sse 

exacto1 -a 

tu -ses1 il^%-t 

21.9.4 Guide Words in Foreign Language Texts 
a. Omit articles, reflexive pronouns, or other elements that 

precede foreign entry words when choosing guide-word 
text. 

b. Use only the initial entry word as a guide word when an 
entry consists of two or more foreign words. Use the first 
two words of an entry when two or more consecutive 
entries have the same initial word. 
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21.10 Samples 
Sample 21-1: Simple Glossary, page 21-26 
Sample 21-2: Multilevel Glossary, page 21-28 
Sample 21-3: Glossary with Diacritics, page 21-30 
Sample 21-4: Guide Words for English/Spanish Glossary, 

page 21-32 
Sample 21-5: Side-by-Side English/Spanish Glossary, page 

21-33 
Sample 21-6: Nested English/Spanish Glossary, page 21-34 
Sample 21-7: Glossary with Lines of Poetry, page 21-35 
Sample 21-8: Glossary with Displayed Text, page 21-36 
Sample 21-9: Single-Level Thesaurus, page 21-38 
Sample 21-10: Multilevel Thesaurus, page 21-39 
Sample 21-11: Dictionary with Sub- and Sub-subentries, 

page 21-40 
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Sample 21-1: Simple Glossary 
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1 ⠀⠀⠀⠀⠀⠀,gloss>y ( ,botanical ,t]ms   #ajb 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ,appress$3 ,ly+ close & flat ag/1 z 

4 ⠀⠀hairs ag/ a surface4 

5 ,axil3 ,! angle =m$ by a l1f or bran* ) 

6 ⠀⠀! /em4 

7 ,axill>y3 ,situat$ 9 an axil4 

8 ,bip9nately ,comp.d3 ,twice p9nately 

9 ⠀⠀comp.d2 ! prim>y l1flets 2+ fur!r 

10 ⠀⠀divid$ 9to second>y l1flets4 

11 ,calyx3 ,! collective t]m = all ! sepals 

12 ⠀⠀( a fl[]4 

13 ,corolla3 ,! collective t]m = all ( ! 

14 ⠀⠀petals ( a fl[]4 

15 ,drupe3 ,a fle%y fruit1 surr.d+ a /"o t 

16 ⠀⠀3ta9s a s+le se$4 

17 ,husks3 ,t9y ?9 scales 5clos+ a grass 

18 ⠀⠀gra91 (t5 hav+ hairlike app5dages to 

19 ⠀⠀assi/ ) w9d & animal 4p]sal ( ! se$4 

20 ,l5ticels3 ,rais$ pores or %ort l9es on 

21 ⠀⠀! /ems ( plants1 usually corky 9 

22 ⠀⠀color4 

23 ,ligule3 ,a t9y membran\s projec;n (t5 

24 ⠀⠀fr+$ ) hairs1 f ! summit ( ! %1? ( 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,appress$,-,ligule         #,- 

—New Braille Page— 
1 ⠀⠀grasses1 locat$ 9 ! .1uxil4      a#ajb 

2 ,panicle3 ,a loose irregul>ly bran*$ 

3 ⠀⠀9floresc;e "<fl[] clu/]">4 

(Return to Text) 
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Sample 21-2: Multilevel Glossary 

 

1 ,3junc;n⠀,a ^w or phrase t 3nects    #,- 

2 ⠀⠀⠀⠀^ws1 phrases1 or clauses4 

3 ⠀⠀,coord9at+⠀,3nects ^ws1 phrases1 or 

4 ⠀⠀⠀⠀clauses ( equal rank3 .7&1 b1 or1.' 

5 ⠀⠀⠀⠀& .1nor4 

6 ⠀⠀,correlative⠀,3junc;ns 3si/+ ( two 

7 ⠀⠀⠀⠀ele;ts us$ 9 pairs3 .7bo? 444 &1 ei 

8 ⠀⠀⠀⠀444 or4.' 

(Return to Text) 
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Sample 21-3: Glossary with Diacritics 
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1 ac ;ac-cord-9g "<_5-k^%or^.b-d+"> 9   #f 

2 ⠀⠀⠀⠀agree;t 

3 a3.t ;ac-c.t "<_5-k.t^.b">⠀expla94 ,c y 

4 ⠀⠀⠀⠀a3.t = ! brok5 di%es 9 ! s9k8 

5 actually ;ac-tu-;al-ly 

6 ⠀⠀⠀⠀"<ak^.b-*^3u-_5l-@-e"> 

7 ⠀⠀#a4 truly 

8 ⠀⠀#b4 9 fact4 ,>e y actually go+ to r1d 

9 ⠀⠀⠀⠀t :ole book ? week8 

10 admire ad-mire "<ad-m@-ir^.b"> look up 

11 ⠀⠀⠀⠀to4 ,! ll *n admire _! t1*]4 

12 adjective ad-jec-tive "<a^.b-jik-tiv"> a 

13 ⠀⠀⠀⠀^w t tells ab a n\n4 ,"! >e two 

14 ⠀⠀⠀⠀adjectives 9 t l;g s5t;e4 

15 adv]b ad-v]b "<ad^.b-v^_1erb"> 

16 ⠀⠀#a4 a ^w t tells ab v]bs & is al us$ 

17 ⠀⠀⠀⠀to tell ab adjectives & o!r adv]bs4 

18 ⠀⠀#b4 a ^w t tells ":1 :51 h[ or h[ m*4 

19 ⠀⠀⠀⠀,%e look$ closely at ! s5t;e & qkly 

20 ⠀⠀⠀⠀f.d two adv]bs 9 x4 

21 agree a-gree "<_5-gr@-e^.b"> 

22 ⠀⠀#a4 ?9k ! same z4 ,i agree ) yr id1s 

23 ⠀⠀⠀⠀on h[ to gr[ vegetables4 

24 ⠀⠀#b4 2 ! same z4 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ac,-agree            #,- 

(Return to Text) 
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Alphabetic References 

Sample 21-4: Guide Words for English/Spanish Glossary 

3 anomie_/desmandado⠀⠀;n4 condici+n social 

4 ⠀⠀en la cual las normas son d!biles1 

5 ⠀⠀conflictivas o ausentes 

6 444

23 appreh5.n_/aprensi+n⠀⠀;s4 temor de lo 

24 ⠀⠀que pueda pasar2 ansiedad 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀anomie,-appreh5.n         #,- 

(Return to Text) 
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Alphabetic References 

Sample 21-5: Side-by-Side English/Spanish Glossary 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀;,f 

2 factors⠀"<;p4 #aj">⠀,two or m numb]s t 

3 ⠀⠀⠀⠀>e multipli$ tgr to =m a product4 

4 ⠀⠀factores⠀,dos o m(s n)meros que se 

5 ⠀⠀⠀⠀multiplicand entre s/ para formar un 

6 ⠀⠀⠀⠀producto4 

(Return to Text) 
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Alphabetic References 

Sample 21-6: Nested English/Spanish Glossary 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a 

2 absorp;n⠀,! process by : nutri5ts pass 

3 ⠀⠀⠀⠀"? ! l9+ ( ! dige/ive sy/em4 

4 ⠀⠀absorci+n⠀,proceso mediante el cual 

5 ⠀⠀⠀⠀los nutrientes pasan a trav!s de las 

6 ⠀⠀⠀⠀paredes del sistema digestivo4 

(Return to Text) 
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Alphabetic References 

Sample 21-7: Glossary with Lines of Poetry 

1 ⠀⠀⠀⠀,au/51 ,jane3 ,5gli% noveli/     #,- 

2 ⠀⠀8,x is a tru? univ]sally ac"kl$g$1 t a 

3 s+le man 9 posses.n ( a gd =tune1 m/ 2 9 

4 want ( a wife40 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀⠀⠀444 

7 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

8 ⠀⠀⠀⠀,dick9son1 ,emily3 ,am]ican poet 

9 ,"!'s a c]ta9 ,slant ( li<t1 

10 ,w9t] afns,- 

11 ,t oppresses1 l ! ,heft 

12 ,( ,ca!dral ,tunes,- 

13 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,au/5,-,dick9son         #ae 

(Return to Text) 
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Alphabetic References 

Sample 21-8: Glossary with Displayed Text 



 21-37 Section 21 
Alphabetic References 

1 ⠀⠀⠀⠀,p>adox                        a#ghh 

2 ⠀⠀,a p>adox is a /ate;t t seems to 

3 3tradict xf b is1 n"e!.s1 true1 z 9 ! 

4 2g9n+ ( ? poem3 

5 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

6 ⠀⠀,m* ,mad;s is div9e/ ,s5se 

7 ⠀⠀,to a 4c]n+ ,eye2 

8 ⠀⠀,m* ,s5se ! />ke/ ,mad;s4 

9 ⠀⠀⠀⠀⠀⠀,-,emily ,dick9son 

10 ⠀⠀⠀⠀⠀⠀f 8,m* ,mad;s is div9e/ ,s5se0 

11 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

12 ⠀⠀⠀⠀,p]sonifica;n 

13 ⠀⠀,p]sonifica;n is a figure ( spee* 9 : 

14 human qualities >e attribut$ to an 

15 object1 animal1 or idea4 ,9 8,9cid5t 9 a 

16 ,rose ,g>d50 by ,donald ,ju/ice1 d1? is 

17 p]sonifi$ z "s"o :o we>s black & gr9s4 

18 ,9 ? l9e1 morn+ is p]sonifi$3 

19 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

20 ⠀⠀,! grey-ey$ morn smiles on ! fr[n+ 

21 ⠀⠀⠀⠀ni<t 444 

22 ⠀⠀⠀⠀⠀⠀⠀⠀,-,william ,%akespe>e1 f 

23 ⠀⠀⠀⠀⠀⠀⠀⠀.7,romeo & ,juliet.' 

24 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

25 ⠀⠀⠀⠀⠀⠀⠀⠀⠀,p>adox,-,p]sonifica;n      #,- 

(Return to Text) 
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Alphabetic References 

Sample 21-9: Single-Level Thesaurus 

10 agree⠀⠀;v4 co9cide1 get al;g1 side )1 

11 ⠀⠀h>monize )1 mat* up1 3cur1 /& tgr1 g 

12 ⠀⠀al;g )1 say yes to1 3=m⠀,-,ant4 di6]1 

13 ⠀⠀4agree1 debate4 

14 al>m⠀⠀;n4 anxiety1 appreh5.n1 4may1 

15 ⠀⠀4tress1 dr1d1 /ra91 /ress1 t5.n 

16 ⠀⠀,-,ant4 assur.e1 composure1 p1ce1 

17 ⠀⠀repose1 secur;y4 

(Return to Text) 
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Alphabetic References 

Sample 21-10: Multilevel Thesaurus 

1 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,!saurus 

2 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀ 

3 ⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀⠀,a a 

4 agree⠀⠀;v4 to express "o's will+;s or 

5 ⠀⠀⠀⠀approval4 .7,my p>5ts ^1agre$ to get 

6 ⠀⠀⠀⠀a dog = my bro!r & me4.' 

7 ⠀⠀approve⠀⠀to say (ficially t "s?+ is 

8 ⠀⠀⠀⠀correct or %d 2 d"o4 .7,! pr9cipal 

9 ⠀⠀⠀⠀^1approv$ ! plan = ! field trip4.' 

10 ⠀⠀3s5t⠀⠀to say yes4 .7,did ,judy ^13s5t 

11 ⠀⠀⠀⠀to ! plan8.' 

12 ⠀⠀antonyms3 d5y1 refuse 

(Return to Text) 
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Alphabetic References 

Sample 21-11: Dictionary with Sub- and Sub-subentries 

5 fumble fum_4ble _/f^/umb_5l_/ ;v4 @& ;n4 

6 ⠀⠀;v4 

7 ⠀⠀⠀⠀#a .19tr4 "<(t5 foll4 by .7at1 )1 =1 

8 ⠀⠀⠀⠀⠀⠀⠀⠀af.'"> use ! h&s awkw>dly2 grope 

9 ⠀⠀⠀⠀⠀⠀⠀⠀ab4 

10 ⠀⠀⠀⠀#b .1tr4 

11 ⠀⠀⠀⠀⠀⠀a h&le clumsily or n]v\sly4 

12 ⠀⠀⠀⠀⠀⠀;b .1,football drop "<! ball">4 

13 ⠀⠀;n4 an act ( fumbl+4 

14 ⠀⠀,-^1fumbl] ^1fum_4bl] ;n4 

15 ⠀⠀⠀⠀⠀⠀⠀⠀^1fumbl+ly ^1fum_4bl+_4ly adv4 

(Return to Text) 
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Bibliographies 

Section 22   
Bibliographies 

22.1 Fundamentals ............................................................................... 22-1 
22.2 Bibliography Format ....................................................................... 22-1 
22.3 Annotated Bibliographies ................................................................ 22-3 

22.1 Fundamentals 
22.1.1 Bibliographies may appear at the ends of chapters, books, 

articles, etc. Print bibliographies vary in appearance, but are 
treated consistently in braille. 

22.2 Bibliography Format 
22.2.1 List each bibliography entry using 1-3 margins. See Formats, 

§22.3 to learn how to format annotated bibliographies. 

Example 22-1: Bibliography 

 

,leib]1 ;,m4 ;,j41 & ,jamieson1 ;,k4 

⠀⠀;,m4 #aiie4 ,race & ,deci.n mak+ )9 

⠀⠀juv5ile ju/ice3 ,! import.e ( 3text4 

⠀⠀.7,j\rnal ( ,quantitative 

⠀⠀,crim9ology.' #aa"<#d">#cfc-#chh4 

,p\"p1 ;,l4 #aiie4 ,! ov]repres5ta;n ( 

⠀⠀m9or;y y\?s 9 ! ,cali=nia juv5ile 

⠀⠀ju/ice adm9i/ra;n3 ,racial 4p>ities 9 

⠀⠀an urban juv5ile c\rt4 ,9 .7,m9orities 

⠀⠀9 ,juv5ile ,ju/ice.' $it$ by ;,k4 ;,k4 

⠀⠀,leon>d1 ;,c4 ;,e4 ,pope1 & ;,w4 

⠀⠀,fey]h]m4 ,?\s& ,oaks1 ,,ca3 ,sage 

⠀⠀,publica;ns4 
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Bibliographies 

22.2.2 Follow print for punctuation and font attributes. 
22.2.3 If two or more works by the same author are listed, a long 

print dash frequently is substituted for the author’s name. 
Use the long dash, spaced as shown in print, to reflect this 
type of print dash accurately. Follow print if other symbols 
are used. 

Example 22-2: Bibliography with Long Dash 

 

,johns1 ,evan4 #aife4 ,an ,9du/rial 

⠀⠀,hi/ory ( ,ont>io4 ,toronto3 

⠀⠀,fieldh\se ,press4 

",-4 #aiga4 ,canada's ,railroads4 

⠀⠀,toronto3 ,fieldh\se ,press4 

Example 22-3: Bibliography with Three-Hyphen Dash 

 

,puzo1 ,m>io4 .7,! ,family3 ,a ,novel4.' 

⠀⠀,complet$ by ,c>ol ,g9o4 ,new ,york3 

⠀⠀,h>p]1 #bjja4 

,r[l+1 ;,j4 ;,k4 .7,h>ry ,pott] & ! 

⠀⠀,*amb] ( ,secrets4.' ,new ,york3 

⠀⠀,s*ola/ic1 #aiii4 

---4 .7,h>ry ,pott] & ! ,prison] ( 

⠀⠀,azkaban4.' ,?orndike1 ,,me3 

⠀⠀,?orndike1 #bjjj4 

22.2.4 Transcribe bibliographies that are entirely in a foreign 
language in uncontracted braille using the appropriate 
foreign alphabet symbols. 
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Bibliographies 

22.3 Annotated Bibliographies 
22.3.1 Annotated bibliographies have descriptive information as 

well as bibliographic information. List the bibliographic 
information using 1-5 margins and the descriptive 
information using 3-5 margins. 

22.3.2 Use margins of 1-5, 3-5 for mixed bibliographies that include 
both annotated and unannotated entries. 

Example 22-4: Annotated Bibliography 

 

,l',5gle1 ,madele9e "<#aigc">4 .7,a 

⠀⠀⠀⠀,wr9kle 9 ,"t4.' ,new ,york3 ,bantam 

⠀⠀⠀⠀,d\ble"d ,dell ,books = ,"y ,r1d]s4 

⠀⠀,? ,newb]y ,m$al w9n] is a mixture ( 

⠀⠀⠀⠀sci;e fic;n & my/icism4 ,two *n & a 

⠀⠀⠀⠀fr m/ rescue _! "f f ! fif? dim5.n4 

",-4 .7,! ,small ,ra9.' "<#aide">4 ,new 

⠀⠀⠀⠀,york3 ,f>r> ,/raus ,gir\x4 
 





 A-1 Appendix A 
Changes and Amendments 

Appendix A   
Changes and Amendments 

Changes from Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 to Braille Formats: Principles of Print-to-Braille 
Transcription, 2016. 
This listing is of the most significant changes to this revision and does 
not include sections where things were changed to use UEB symbols 
rather than EBAE symbols. The section headings listed below are those 
that appeared in the 2011 version; the section numbers refer to those 
in the 2016 revision. 

Section 1: Basic Principles and General Formats 
§1.2 Transcriber’s Notes for technical guidelines that are used 

(e.g., Guidelines and Standards for Tactile Graphics and 
Music Braille Code) 

§1.5 Formatting for magazines or newsletters 
§1.6.3 Preliminary volumes 
§1.6.4 Supplemental volumes 
§1.9.5 Break in context 
§1.11.6 Page change indicators for pages with no print numbers 
§1.11.8d Clarified wording regarding uncaptioned illustrations that 

take up a whole print page 
§1.15.2 Repeated or omitted braille page numbers 
§1.16 Foreign material in English context 

Section 2: Transcriber-Generated Pages and Front Matter 
§2.3.4g Grade levels 
§2.3.6g Printing history (requirement for printing history 

statement was removed) 
§2.3.7a Code used is to be placed on the title page 
§2.5.2e Special Symbols page should be in braille order 
§2.10.1c Volume indicators and brief contents 
§2.10.2b Table of contents begin on a new page 
§2.10.3b Added words are enclosed in transcriber’s note 

indicators 

Section 3: Transcriber’s Notes 
No content changes 



 A-2 Appendix A 
Changes and Amendments 

Section 4: Headings 
§4.8.1 Fully capitalized paragraph headings 

Section 5: Font Attributes 
This section was completely rewritten. Follow print for 
emphasis used and use UEB typeform indicators. 

Section 6: Illustrative Materials 
§6.7.3e Use an underscore to represent blanks 
§6.8.2b Use three dot 5s to represent missing data 

Section 7: Boxed Material 
§7.5.2 Colored boxes 

Section 8: Lists 
No content changes 

Section 9: Displayed Material, Attributions, and Source 
Information 

§9.5.5 Source citations and permission to copy 
§9.7.1c Use the script typeforms to indicate handwriting 

Section 10: Exercise Material 
No content changes 

Section 11: Tables and Related Columns 
§11.2.5g Source citations to tables 
§11.6.4 Use guide dots to indicate blank space in tables 
§11.7.1j Numeric passage indicator and tables 
§11.8.1c Keys may not correspond to shortform words or 

contractions 
§11.16.1h Use guide dots to indicate blank space in tables 
§11.16.1l Listed format requires a transcriber’s note 
§11.17.1c Linear format does not require a period at the end of the 

row 

Section 12: Sidebars 
No content changes 
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Changes and Amendments 

Section 13: Poetry and Song Lyrics 
§13.11.2a Permission-to-copy notice 

Section 14: Plays, Cartoons, and Graphic Novels 
§14.1.2 Follow print for capitalization on speaker names 
§14.1.3 Retain print emphasis on speaker names 
§14.1.4 Retain only capitals if both capitals and emphasis are 

used on speaker names 
§14.5.1c Follow print for punctuation after speaker names; do not 

add punctuation not found in print 
§14.5.1d Speaker names with no print distinction 
§14.5.3a Stage directions and cues between lines of dialogue 
§14.5.3b Additional paragraphs in stage directions 
§14.7.2 Stage directions 
§14.10.5 Frame numbers are enclosed in transcriber’s note 

indicators 
§14.11 Graphic novels 

Section 15: Line-Numbered and Line-Lettered Text 
§15.7.1 Emphasized rhyme scheme letters 

Section 16: Notes (Entire section) 
§16.2.2 Follow print for reference indicators 
§16.3 Emphasis as a reference mark (line numbers are no 

longer required to be part of the reference indicator) 
§16.4 Unmarked reference notes 
§16.6 Gloss notes in foreign language materials 
§16.9 Endnotes 
§16.11.1 Marginal labels 

Section 17: Spellers 
§17.5 Marked words in a list 
§17.7 Word lists in foreign language materials 
§17.8.1.b Syllabified words 

Section 18: Grammar 
§18.2.2 Follow print; contractions may be used 
§18.7.1 Use UEB transcriber-defined typeform indicators for print 

emphasis 



 A-4 Appendix A 
Changes and Amendments 

Section 19: Codes and Puzzles 
§19.2.2 Grade 1 passage indicator and puzzle codes 
§19.4 Morse code 
§19.6 Word puzzles and the grade 1 passage indicator 
§19.7 Puzzles and line mode 

Tests 
This section was removed 

Section 20: Pronunciation 
§20.4.3 Follow print for emphasis in diacritics 
§20.5.1 Follow print for free-standing diacritic symbols 
§20.6 Syllabification and pronunciation 
§20.7.4d Use the dot locator for “mention” on symbols in a list 
§20.7.5b Use contractions in example words 

Section 21: Alphabetic References 
§21.8.6 Superscripts of entry words 
§21.9 Alphabetic references in foreign language materials 

Section 22: Bibliographies 
§22.2.3 Use the long dash to represent a 3-em dash 
§22.2.4 Bibliographies in foreign language materials 
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Appendix B   
Agency Decisions 

Some formats are agency decisions. The agency is responsible for 
distributing its decisions to transcribers who work for it. See the 
following sections for more specific details. 

Section 1: Basic Principles and General Formats 
§1.6.1 Volume size 
§1.6.3 Designation of volume number for preliminary volume 
§1.7.1 Page size, line length, and spacing 
§1.8.2 Running head 
§1.17 Volume labels 

Section 2: Transcriber Pages and Front Matter 
§2.3.3 Title page requirements 
§2.3.6e Placement of reproduction notice 
§2.3.6g Format of printing history 
§2.3.7 Placement of transcriber/transcription segment 
§2.3.8a Volume identification 
§2.4.2 The inclusion of lists of consultants 

Section 6: Illustrative Materials 
§6.4 Decision to omit illustrations 
§6.11 Guidelines when a tactile graphic is not produced 

Section 8: Lists 
§8.8.5f Inclusion of outline division guide on odd pages only 

Section 10: Exercise Material 
§10.1.3 Inclusion of repetitive material in exercises 
§10.1.4 Requesting accommodations for expendable material 
§10.1.5 Notification of material unsuitable for braille 
§10.1.7d Whether question and answer choices should be shown 

on facing pages 

Section 11: Tables and Related Columns 
§11.11.1 Decision to change graphs to charts or tables 



 B-2 Appendix B 
Agency Decisions 

Section 16: Notes 
§16.7.7 Providing notes in a separate volume when the notes 

and text are on facing pages 
§16.10.1a Create an endnote section at the end of a volume  
§16.10.1b Move notes to a separate volume  

Section 19: Codes and Puzzles 
§19.1.2 Binding two-page puzzles to facing pages 

Section 21: Alphabetic References 
§21.3.2 Omission of guide words in alphabetical references 

Interpoint Guidelines 
§1.1.3 Request materials in interpoint 
§1.6.1 Volume size 
§1.15.1f Suppression of even page numbers 
§8.8.5f Use of guide text on odd pages only 
§10.1.7d Whether questions and answer choices must be on 

facing pages 
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Blank Lines 

Appendix C   
Blank Lines 

When a page change indicator occurs at a place where the guidelines 
require a blank line before it, (e.g., at the end of a list) and another 
guideline requires a blank line after it (e.g., before a centered 
heading) only one blank line is used. Place that blank line after the 
page change indicator. 

Alphabetical Divisions in Glossary or Index 
Blank line only before first alphabetical division 
Blank line as alphabetical divisions when print uses blank lines only 
No blank line before or after print guide words 
No blank line between a heading and illustrative material 

Alphabetic Page Number 
No blank line between alphabetic page number and heading 

Answer Choices 
Blank line before and after boxed answer choices 
Blank line before and after list of choices for multiple questions 

Attribution 
Blank line after an attribution 

Boxed Material 
Blank lines before the top box line and after the bottom box line in 

most situations 
Blank line between separate boxes that follow each other 
Blank line between adjoining vertical boxes 
Blank line after a page change indicator and before the top box line 
Blank line between heading and box when heading is unrelated to the 

boxed material 
Exceptions 
No blank line between related heading and top box line 
No blank line between bottom box line and source 
No blank line after a top box or before a bottom box line 
No blank line before or after interior box lines 
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Blank Lines 

Cartoons 
Blank line before and after each single cartoon or multi-frame cartoon 

Cell-5 Heading 
Blank line before but not after a cell-5 heading 
Exceptions 
Blank line after if followed by columned material 
No blank line between a top box line and heading on next line 
No blank line between cell-5 and related cell-7 heading 

Cell-7 Heading 
Blank line before but not after a cell-7 heading 
No blank line between cell-7 headings and lists 
Exceptions 
Blank line after if followed by columned material 
No blank line between a top box line and heading on next line 
No blank line before cell-7 heading that follows a cell-5 heading 

Centered Heading 
Blank line before and after a centered heading 
Exceptions 
No blank line between related centered headings 
No blank line after Following Volumes or Volume number in the table of 

contents 
No blank line after centered heading in the table of contents 
No blank line following a related centered heading following a box line 
No blank line when used as an alphabetic division in an alphabetic 

reference 

Codes 
Blank line before and after code characters 
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Blank Lines 

Columns and Tables 
Blank line after column/table before beginning regular text 
Follow print for blank lines within the column or table 
Blank line between sections of a table 
Blank line separates a cell-5 heading from columned material 
Blank line separates a cell-7 heading from columned material 

Correspondence, Instructional 
Blank line before and after the letter if not in a box 

Cross-References 
Blank line before and after cross-references and incidental notes 

Displayed Material 
Blank line before and after displayed material 
Exception 
No blank line between individual elements of displayed material 

Double-Spaced Material 
Two blank lines where there is normally one blank line 
Blank line before and after a page change indicator 
Exceptions 
No blank lines after a top box line 
No blank lines before a bottom box line 
No blank lines between a column heading and a separation line 

End of Volume 
Blank line before the end-of-volume statement, unless the text ends 

on line 24 

Epigraphs 
Blank line before and after epigraphs 
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Exercises 
Blank line before and after each complete exercise 
Blank line before and after displayed material in an exercise 
Blank line before and after exercise examples 
Blank line between page change indicator and directions/exercise 

material 
Blank line between directions and matching columns 

Expendable Materials 
Blank lines are inserted for writing answers 

Extraneous Material 
Blank line before and after extraneous material 

Headings 
Blank line before and after centered heading 
Blank line before cell-5 headings 
Blank line before cell-7 heading 
Blank line before heading when it follows a page change indicator 
Exceptions 
No blank line between headings and illustrative material in glossary 
No blank line between note separation line and heading 
No blank line between a cell-5 and cell-7 heading 
No blank line between related headings, e.g. chapter heading and title 
No blank line between top box line and following heading 
No blank line between centered heading and its related box 

Incidental Notes 
Blank line before and after the note 

Instructions (Directions) 
Blank line before but not after instructions unless required by other 

formats 
Keys 
Blank line before and after key 
Blank line before and after key list 
Blank line between key and title of column/table 
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Letters (Correspondence) 
Blank line before and after letter 

Line-Numbered Material 
Blank line between end of a note and beginning of line-numbered 

material (not within line-numbered material) 

Lists 
Blank line before and after a list 
Exceptions 
No blank line between a list and a cell-5 or cell-7 heading 
No blank line between a top box line and following list 

Notes 
Blank line between notes for multiple titles on same print page 
No blank line between note separation line and headings 
Blank line between notes and page change indicator when text is in 

same runover position as note 
Blank line before note separation line when required by other formats, 

such as end of a list 

Page Change Indicator 
Blank line after list, before page change indicator 
Blank line follows or precedes displayed material and the page change 

indicator 
Blank line after page change indicator and before exercises 
Blank line after page change indicator and before headings 
Blank line before the page change indicator when the text after the 

indicator begins in the same cell as note runovers 
Blank line between page change indicator and top box line 
Paragraphs 
Blank line before each blocked paragraph except following a cell-5 or 

cell-7 heading 

Plays 
Blank line after scene setting 
Blank line before and after end-of-play statement 
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Poetry and Lyrics 
Blank line before and after each poem or song 
Blank line between each verse or stanza 
Blank line before beginning new verse or stanza on new braille page 
Blank line before second writing of scansion 
Blank line following the music title before information printed between 

the title and the song  
Blank line between page change indicator and new stanza 
Blank line at top of braille page when new stanza begins 
Blank line between end of poem and note separation line 
Exception 
No blank line between entry word and poem in a glossary 

Print Blank Lines 
Blank line inserted to represent print blank lines in columns 

Puzzles/Grids 
Blank line before and after code key 
Blank line before and after each puzzle 

Running Head 
Blank line between running head and headings 
Blank line following running head before any format requiring a leading 

blank line, e.g., list, instructions, etc. 
Blank line between running head and repeated headings 

Second/Subsequent Title Page 
Blank lines between title page segments 

Sentence Diagrams 
Blank line before and after each sentence diagram 
Blank line before each line in sentence diagram with arrows 
Sidebars 
Blank line before and after sidebar when not in box 

Source 
Blank line after the source 
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Table of Contents 
Blank line after Contents heading 
Blank line before connected centered headings 
Blank line before unit/part headings 
Blank line separates front matter or end matter from body matter 
Blank line before chapter or other identifier when it follows front 

matter 
Blank line before cell-5 heading in body of table 
Blank line before volume division 

Exception 
No blank line after centered headings (Volume, Unit, Part, etc.) 

Tables 
Blank line before and after a table 
Blank line when print uses blank line to indicate groupings or set off 

column totals 
Blank line between each row of listed table 
Blank line following transcriber’s note in wide table 
Blank line between transcriber’s note and key heading 
Blank line between end of key and table title 
Blank line between transcriber’s note and listing of column headings 

for stairstep table 

Title Page 
Blank line(s) between segments (no blank line within segment 

information) 
Transcriber’s Notes 
Blank line between transcriber’s note and key list and table title 
Blank line between transcriber’s note and listing of column headings 

for stairstep table 
Blank line between explanatory transcriber’s note and line-numbered 

material 
Blank line before directions 

Word Lists 
Blank line before and after word lists 
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Appendix D   
Foreign Language Symbols 

Guidance for Transcribing Foreign Language Material in UEB apply 
when a complete section is in a foreign language. See Formats, §1.16 
Foreign Material in English Context. 

D.1 French 
Symbol Letter Name 
* â a circumflex 
( à a grave 
& ç c cedilla 
= é e acute 
< ê e circumflex 
$ ë e diaeresis 
! è e grave 
% î i circumflex 
] ï i diaeresis 
? ô o circumflex 
[ œ o-e ligature 
: û u circumflex 
\ ü u diaeresis 
) ù u grave 
> æ a-e ligature (archaic character) 

Example D-1: French 

Maël, issu d’une famille royale de Cambrie, fut envoyé dès sa neuvième 
année dans l’abbaye d’Yvern, pour y étudier les lettres sacrées et profanes. 

,ma$l1 issu d'une famille royale de 

,cambrie1 fut envoy= d!s sa neuvi!me 

ann=e dans l'abbaye d',yvern1 pour y 

=tudier les lettres sacr=es et profanes4 
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Foreign Language Symbols 

D.2 German 
Symbol Letter Name 
> ä a umlaut 
[ ö o umlaut 
\ ü u umlaut 
! ß ess-tsett 

Example D-2: German 

Die Pflanzenschöpfung dagegen wirkt durch stetige Größe auf unsere 
Einbildungskraft. 

,die ,pflanzensch[pfung dagegen wirkt 

durch stetige ,gr[!e auf unsere 

,einbildungskraft4 
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D.3 Italian 
Symbol Letter Name 
* â a circumflex 
( à a grave  
& ç c cedilla 
= é e acute  
< ê e circumflex 
$ ë e diaeresis 
! è e grave 
% î i circumflex 
] ï i diaeresis 
/ ì i grave 
? ô o circumflex 
[ ö o diaeresis 
+ ò o grave 
: û u circumflex 
\ ü u diaeresis 
) ù u grave 

Example D-3: Italian 

Un tratto importante, che caratterizza il grande movimento della civiltà 
italiana risorgente e che risulta, non pure dalla poesia e filosofia di quel 
tempo, … 

,un tratto importante1 che caratterizza 

il grande movimento della civilt( 

italiana risorgente e che risulta1 non 

pure dalla poesia e filosofia di quel 

tempo1 444 
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D.4 Spanish 
Symbol Letter Name 
( á a acute 
! é e acute 
/ í i acute 
] ñ n tilde 
+ ó o acute 
) ú u acute 
\ ü u diaeresis 
& ç cedilla (archaic character) 
5 ¿ ? question mark 
6 ¡ ! exclamation point 

Example D-4: Spanish 

¿Cuáles pantalones cuestan más, los de él o los de ella? 

5,cu(les pantalones cuestan m(s1 los de 

!l o los de ella5 
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Interpoint Guidelines 

E.1 General Information 
E.1.1 These guidelines are recommendations only. Agencies may 

choose to use some or all of them. The recommendations 
are presented to foster a consistency of procedure. 

E.2 Front Matter Pages 
E.2.1 The title page begins on the right-hand side. Some agencies 

leave the back of the title page (braille page t2) blank. 
E.2.2 Some agencies choose to have the table of contents begin 

on a right-hand page. 
E.2.3 All other preliminary pages may begin on a new right-hand 

or left-hand page. 

E.3 Text Pages 
E.3.1 The first page of text in a volume begins on a right-hand 

page. 
E.3.2 Some agencies choose to have units and chapters begin on 

a right-hand page, which allows a volume to be unbound 
and individual sections handed out easily. 

E.3.3 Include the print page number on all pages. 
E.3.4 The braille page number usually is on all pages. An agency 

may choose to omit the braille page number for left-hand 
pages. 

E.3.5 All braille pages must be accounted for, therefore blank 
pages have either an actual or implied braille page number. 

E.3.6 When used, a running head appears on all pages that have 
text. The running head is not used on blank pages. 

E.4 Graphics 
E.4.1 Braille is not produced on the reverse of a graphics page. 
E.4.2 See Guidelines and Standards for Tactile Graphics, 2010 for 

information on tactile graphics. 
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E.5 Special Formats 
E.5.1 Table of contents entries may be on line 25 of a left-hand 

page when even braille page numbers are suppressed. 
E.5.2 Line-numbered prose and poetry may be on line 25 of a left-

hand page when even braille page numbers are suppressed. 
E.5.3 Guide words appear on both right-hand and left-hand pages. 

An agency may choose to limit the guide word text to right-
hand pages. 

E.5.4 Expendable braille is single-sided only. 
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Appendix F   
Glossary for Transcribers 

acronym: a word formed by using the initial letters of other words 
radar (radio detecting and ranging) 

acute: a print accent mark 
café 

alliteration: repetition of initial sounds in two or more syllables or 
words 

 
alphabetic reference: text listed in alphabetical order, such as a 

dictionary, index, or glossary 
analogies: comparisons of words 

a leaf is to a tree as a page is to a book 
arabic numbers: numbers written as 1, 2, 3, 4, 5, 6, 7, 8, 9, 0 
asterisk: print symbol * often used as a footnote or reference 

indicator 
attribution: identification of the source or author of the material 

Ask Not What Your Country Can Do For You 
—Inaugural Address by John F. Kennedy, January 20, 1961 

author segment: portion of braille title page with information 
concerning author(s) 

authorized entity: a nonprofit organization or governmental agency 
having a primary mission to provide specialized services related to 
training, education, or adaptive reading or information access needs 
of the blind or other persons with disabilities 

back matter: the material following the main body of the text; it may 
include—but is not limited to—a bibliography, glossary, and index 



 F-2 Appendix F 
Glossary for Transcribers 

bar graph: a diagram showing information using vertical or horizontal 
bars 

 
bibliography: a list of books, magazine articles, stories, and other 

resources used in the writing of the text 

 
blank line: a line with no braille on it that appears between lines of 

braille; may also be line 2 or line 25 of a braille page 
blank space: a cell with no braille in it 
blocked paragraph: a paragraph with no indent 
body matter: the main text, including state-mandated materials and 

extra explanatory materials 
boldface: a font attribute used for emphasis 
braces: enclosure symbols { } 

Get your book {history, science, health} and follow me. 
brackets: enclosure symbols [ ] 

Get your book [history, science, health] and follow me. 
breve: a print accent mark indicating a short vowel 

 
bullet: print symbol • often used at the beginning of a list item; may 

appear also with another shape, such as a triangle ▲ or diamond ◆ 
• go to bank 
• fill car with gas 
• pick up laundry 

caesura: double vertical lines representing a break in poetic meter 
To err is human; || to forgive, divine. 
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Glossary for Transcribers 

caret: a print proofreading symbol indicating letters or words are to 
be inserted 

 
cedilla: a print accent mark with a hook below the letter 

François 
chart: method of visually representing information, such as a pie 

chart, bar chart, and line chart 
circumflex: a print accent mark, often called a caret 

brôt 
column entry: intersection of a row and a column 
commentaries: material inserted to explain or elaborate on the text, 

often in a biblical context 
Introduction to Psalm (Matthew Henry’s Concise 
Commentary) 
David was the penman of most of the psalms, but some 
evidently were composed by other writers, and the writers of 
some are doubtful. … 

compound word: a word composed of two or more words; 
specifically, two or more words joined together by a hyphen 

concept map: a visual arrangement of material to show relationships 

 
contracted braille: transcription that uses contractions for letter 

combinations or words 
credit lines: identification of the source or author of the material (see 

attribution) 
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cross-reference: reference directing the reader to another location in 
the same book 

declension: listing of a verb in all its forms, such as past and present 

 
definition segment: includes the part-of-speech label, definition, 

descriptions, examples, etc. 
diacritic mark: a print symbol that shows the pronunciation of a 

letter, such as the breve and acute 

 
diaeresis: two dots placed over a vowel to indicate that the vowel is 

pronounced as a separate syllable 
naïve, Brontë 

diagramming: linear diagramming shows sentence structure on one 
line, using font attributes to distinguish parts of speech; spatial 
diagramming shows sentence structure using visual cues such as 
horizontal, vertical, and diagonal lines 

digraph: two successive letters that indicate a single sound 
ea in bread 

diphthong: a sound made by two vowels that seems to be 
pronounced without hesitation between the vowels 

oy in toy 
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directions: instructions given to the student concerning material 
immediately following the instructions 

Write the same words without endings in the second column. 
directive sentences: similar to directions, but not followed by an 

activity in the book to be completed 
Ask your grandparents about a significant world event in 
their life. 

elision: the omission of a letter or shortening of a word, e.g., comin’ 
for coming 

emphasis: accentuation of a word or words using color or attributes 
such as bold, underlining or italics 

ellipsis: a symbol—specifically, a set of three equally spaced periods—
that shows the omission of a word or words, or numbers in a series 
. . . 

em dash: a typographic dash, which is supposed to be as wide as an 
“m” (can vary between fonts), but frequently is twice as wide as an 
en dash; used as a break between two thoughts 

She is—according to her brother—a geek. 
en dash: a typographic dash the width of an “n”; typically used as a 

range in numbers 
It will be 14–16 days before the application can be 
processed. 

enclosure symbols: any symbols that come in pairs, such as 
quotation marks, parentheses, brackets, braces 

endnotes: footnotes (references) compiled at the end of a chapter, 
section, or book in print 

entry: a word or phrase, and all its accompanying information, in an 
alphabetical listing 

entry-word segment: a word(s) and its pronunciation 
enunciate: to pronounce, articulate; to state or set forth precisely or 

systematically 
enunciate a doctrine 
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epigraph: a quotation, with or without quotation marks, at the 
beginning of a chapter or unit that sets the theme of the section 

“Persons attempting to find a motive in this narrative will be 
prosecuted; persons attempting to find a moral in it will be 
banished; persons attempting to find a plot in it will be 
shot.” 
—From Huckleberry Finn 

exercise set: the complete assignment, which includes directions, 
examples, questions, and answer choices 

expendable materials: classroom worksheets, etc., intended to be 
written on by the student 

flowchart: diagram showing the step-by-step progression through a 
procedure or system, using connecting lines and symbols 

 
font: a specific size and style of a typeface 

Times New Roman, 14 pt bold 
Arial, 14 pt italic 
Courier New, 14 pt 

,sim,brl1 #ad pt (SimBraille, 14 pt) 
font attribute: the look of the print letter, e.g., boldface, italics, 

color, underlining, etc. 
footnote: an explanation or comment about a word or phrase; also 

called a reference in braille 
front matter: the print preliminary pages, e.g., dedication, table of 

contents, and other material not included with the main body of the 
text 
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Glossary for Transcribers 

guide words: in print, words usually at the top of a dictionary page 
listing the beginning and ending word on the page or facing pages; 
in braille, words centered on the last line listing the beginning and 
ending words on the braille page 

guillemet: either of the marks « or » used as quotation marks in 
French 

highlighting: use of a colored background to emphasize a word, 
phrase, sentence, etc. 

hyperlink: a word, phrase, or image that can be clicked on to jump to 
a different location 

idea web: see concept map 
incidental note: a note directing the reader to another source, e.g., 

an accompanying handbook, a website, etc. 
IPA: International Phonetic Alphabet; used by linguists to show exact 

pronunciations 
ISO: International Organization for Standardization; sets the 

standards for state and country abbreviations 
italics: font attribute used for emphasis 
Latin alphabet: the alphabet that is the direct derivation of the 

alphabet first used to write Latin 
liaison: the upper ⁀ or lower ‿ tie bar symbol, connecting two letters 

 
libretto: lyrics without the musical notation 
ligature: connected print letters 

encyclopædia 
line graph: a diagram of connecting lines between data points 
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lowercase letters: uncapitalized letters, a b c d e 
macron: a print accent mark indicating a long vowel 

āpe 
marginal notes: marked or unmarked word definitions that have a 

specific location and direct relationship with an element of the text 
nested list: a multi-level list, e.g., questions/answers, table of 

contents, poetry, etc. 
NIMAS: National Instructional Materials Accessibility Standard, which 

is the technical standard K–12 textbook publishers use to produce 
source files that may be used to create specialized formats, such as 
braille, for students with print disabilities 

note separation line: a line used to separate regular text from notes 
at the bottom of the print page; "333333 (5, 25, 25, 25, 25, 25, 
25) 

numbered lines: lines in prose or poetry that are numbered in print, 
either in the left or right margin; in braille, every print line is 
numbered in prose; print numbering is followed for poetry (verse) 

oblique stroke: slash 
either/or 

organizational chart: a chart showing areas of responsibility, usually 
with the most important person or thing at the top 

 
page information line: used as the last line on the braille page to 

indicate the first and last page entries, e.g., guide words in an 
alphabetic reference, outline numbers, etc. 



 F-9 Appendix F 
Glossary for Transcribers 

page tab: a print indication of what is on the page; it may be 
numbers or words and is usually along the outside edge of the page 
in a tabbed layout 

 
paragraph heading: generally an indication of the subject of a 

paragraph; text in a different font at the beginning of a paragraph 
partial table of contents: a short table of contents at the beginning 

of a unit or chapter 
pie chart: a diagram showing information using sections of a circle 

 
poetic line: a unit of verse ending in a visual or typographic break 

and generally characterized by its length and meter 
poetry: a form of literary art in which language is used for its 

aesthetic and evocative qualities in addition to, or in lieu of, its 
apparent meaning 

primary stress mark: the larger or darker of the stress marks used 
to indicate the pronunciation of a word 

prose: ordinary speech or writing, without metrical structure 
publisher and copyright segment: portion of braille title page with 

the publisher and copyright information 
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pull quote: “quotation or excerpt from an article that typically is 
placed in a larger or distinctive typeface on the same page, serving 
to entice readers into an article or to highlight a key topic” 
(https://en.wikipedia.org/wiki/Pull_quote) 

 
puzzle grid: a puzzle pattern with open and filled-in squares 
roman numerals: numbers written as i, ii, iii, or I, II, III 
run-in headings: headings that are shown at the beginning of a 

paragraph, i.e., paragraph headings 
running footer: a word, phrase, or number that is repeated at the 

bottom of more than one print page 

 
running head: the title of the book, centered on line one of each 

braille page 
running header: a word, phrase, or number that is repeated at the 

top of more than one print page, such as Chapter 11 Nouns 

 
scansion: the metrical analysis of verse 

https://en.wikipedia.org/wiki/Pull_quote
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secondary stress mark: the smaller or lighter of the stress marks 
used to indicate the pronunciation of a word 

separation line: in tables, the line separating the column headings 
from the cell entries; in footnotes, the line separating the footnotes 
from the body of the text 

shared poetic line: two or more short lines of poetry that, together, 
are a complete line in the rhyme scheme or layout of the poem 

sidebar: a typographically distinct section of a page, as in a book or 
magazine, that amplifies or highlights the main text 

source citations: identification of the source or author of the material 
(see attribution) 

stairstep table: a braille format for a wide table, using a stepped 
format (1-1, 3-3, 5-5, etc.) for each cell entry 

STEM: description guidelines for Science, Technology, Engineering, 
and Math content; helpful for writing transcriber’s notes 
http://ncam.wgbh.org/experience_learn/educational_media/stemdx/guidelines 

stress marks: primary, secondary, and tertiary marks indicating 
syllable stress 

subentry: an entry that is indented further than the main entry 
subject-specific table of contents: a table of contents arranged by 

subject or type of material 
sub-subentry: an entry that is indented further than the subentry 
summary table of pronunciation: table in the running footer at the 

bottom of each print page or alternate print page 
swung dash: symbol for a dash which resembles a tilde ~ 
syllable stress: a syllable with a stress mark before or after the 

syllable; if there is more than one stress mark, the darker or larger 
of the two is the primary stress, and the lighter or smaller is the 
secondary stress 

table: a chart in which the information is arranged in columns and 
rows 

 

http://ncam.wgbh.org/experience_learn/educational_media/stemdx/guidelines
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table of pronunciation: the key to the pronunciation symbols used in 
print 

 
tertiary stress: rarely used third level of syllable stress 
tilde: a print accent mark frequently over the letter n 

señor 
time line: a vertical or horizontal listing of points of information, such 

as historical dates and events 

 
title case: capitalization of the first and last words in titles and 

subtitles and all other major words 
The Chicago Manual of Style, 16th ed. The Univ. of Chicago 
Press, 2010 

title segment: portion of braille title page with book title information 
transcriber’s note: information inserted by the transcriber 
transcriber/transcription segment: portion of braille title page 

concerning the transcriber and his/her location and affiliation 
typeface: set of characters of the same design, including letters, 

numbers, punctuation marks, and symbols; popular typefaces are 
Arial, Helvetica, Times, and Verdana (Verdana is a typeface, Verdana 
12 pt bold is a font) 

umlaut: a diacritical mark with two dots placed over a vowel to 
indicate a more central or front articulation 

älter 
uncontracted braille: transcription that uses none of the braille 

contractions and is transcribed letter for letter 



 F-13 Appendix F 
Glossary for Transcribers 

uppercase letters: capitalized letters A B C D 
Venn diagram: overlapping shapes (typically circles) used to show 

differences and similarities 

 
volume segment: portion of braille title page that states information 

about the volume: number, paging, etc. 
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Symbols and Indicators 

Note that symbols may require a grade 1 indicator preceding them 
when used within text. Refer to The Rules of Unified English Braille 
(UEB) for rules governing symbol usage. If a symbol has more than 
one meaning, only list the definition that applies to the material being 
transcribed. 
The following symbols are required on the Special Symbols page if 
they are used within a braille volume. Each symbol is preceded by the 
dot locator for “mention,” which is the first symbol in the list. 

Dot locator(s) (UEB §3.13, §3.14) 
Arrow symbols (UEB §11.6) 
Line mode indicators (UEB §16.2, §16.3) 
Sections and Paragraph Marks (UEB §3.20) 
Grouping indicators [braille grouping indicators, parentheses, braces, 

brackets, angle brackets] (UEB §7) 
Typeform indicators (UEB §9) 
Foreign language symbols (UEB §13) 
Music symbols (UEB §3.18) 
Modified letter indicators (UEB §4) 
Shape indicators (UEB §11.7) 
Math symbols (UEB §3.17, §3.24, §6, §11) 
Numeric passage/terminator (UEB §6.9) 
Currency symbols (UEB §3.10) 
Ratio (UEB §3.17) 
Proportion (UEB §3.17) 
Prime (UEB §3.11, §3.15) 
Double prime (UEB §3.11, §3.15) 
Minutes (UEB §3.11) 
Feet (UEB §3.15) 
At sign (UEB §3.7) 
Tilde (UEB §3.25) 
Trademark and Registered Trademark (UEB §3.8) 
Code switch indicators (UEB §14) 
Subscript and superscript indicators (UEB §3.24) 



 G-2 Appendix G 
Symbols and Indicators 

Transcriber-defined symbols (UEB §3.26) 
Ditto sign (UEB §3.12) 

The following symbols are new with the approval of UEB. These 
symbols may be included on the Special Symbols list. 

Ellipsis 
Opening transcriber’s note indicator 
Closing transcriber’s note indicator 
Percent sign 
Low line (underscore) 
Grade 1 symbol indicator (new terminology, same symbol) 
Single closing quotation mark 
Capitalized passage indicator 
Capitals mode terminator 
Dash 
Period, dot, or decimal (UEB §6) [Only when used as a dot or decimal] 

Punctuation (UEB §7) 

Braille Print Meaning 

1 , Comma 

2 ; Semicolon 

3 : Colon 

4 . Period, Full stop, Decimal 

444 ... Ellipsis 

6 ! Exclamation point 

8 ? Question mark 

8 “  " Opening double quotation mark 

0 ”  " Closing double quotation mark 

,8 ‘  ' Opening single quotation mark 
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Braille Print Meaning 

,0 ’  ' Closing single quotation mark 

' ’  ' Apostrophe 

"< "> (  ) Opening/closing parenthesis 

.< .> [ ] Opening/closing (square) brackets 

@< @> ‹ ›  Opening/closing (angle) brackets 

_< _> { } Opening/closing (curly) brackets 

_/ / Solidus, Slash 

_* \ Reverse solidus, backslash 

- - Hyphen 

,- — Dash 

",- ― Long Dash 

.-  Low line, Underscore 
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General Symbols and Indicators (UEB §3) 

Braille Print Meaning 

< >  Opening/closing braille grouping indicators 

$  Shape indicator 

\  Arrow indicator 

\[  Simple left-pointing arrow 

\o  Simple right-pointing arrow 

\+  Simple up-pointing arrow 

\%  Simple down-pointing arrow 

3 : Ratio, is to 

33 :: Proportion, as 

5  Subscript indicator 

7 ′ Single prime meaning foot or feet 

7 ′ Single prime meaning minutes or arc 

77 ″ Double prime meaning inches 

77 ″ Double prime meaning seconds or arc 

9  Superscript indicator 

#* ♮ Natural 

#< ♭ Flat 

#% ♯ Sharp 

@a @ At sign 

@c ¢ Cents 
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Symbols and Indicators 

Braille Print Meaning 

@e € Euro 

@f ₣ French franc 

@l £ Pounds sterling 

@n ₦ Naira 

@s $ Dollar sign 

@y ¥ Yen 

@& & Ampersand 

@< < Less than 

@5 ^ Caret 

@9 ~ Tilde 

@> > Greater than 

@.<  Opening transcriber’s note indicator 

@.>  Closing transcriber’s note indicator 

@,? † Dagger 

@,] ‡ Double dagger 

^c © Copyright 

^j ° Degrees 

^p ¶ Paragraph 

^r ® Registered trademark 

^s § Section 

^t ™ Trademark 
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Symbols and Indicators 

Braille Print Meaning 

^x ♀ Female sign 

^y ♂ Male sign 

_? # Number sign, Crosshatch, Pound sign 

_4 • Bullet 

"1 〃 Ditto 

"6 + Plus 

"7 = Equal 

"8 × Multiplication, Times 

"9 * Asterisk 

"/ ÷ Division 

"- − Minus 

""= Dot locator for “use” 

.= Dot locator for “mention” 

.0 % Percent 

_\ | Vertical line (UEB §15.1) 

_\_\ ‖ Double vertical line (UEB §15.1) 
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Symbols and Indicators 

Indicators 

Braille Meaning 

; Grade 1 symbol indicator (UEB §5.2) 

;; Grade 1 word indicator (UEB §5.3) 

;;; Grade 1 passage indicator (UEB §5.4) 

;' Grade 1 terminator (UEB §5.5) 

# Numeric indicator (UEB §5.6, §6.1) 

## Numeric passage indicator (UEB §6.9) 

#' Numeric terminator (UEB §6.9) 

, Capitalized symbol indicator (UEB §8.1) 

,, Capitalized word indicator (UEB §8.4) 

,,, Capitalized passage indicator (UEB §8.5) 

,' Capitals terminator (UEB §8.6) 
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Symbols and Indicators 

Typeform Indicators (UEB §9)  

Braille Meaning 

.2 Italic symbol indicator 

.1 Italic word indicator 

.7 Italic passage indicator 

.' Italic terminator 

^2 Bold symbol indicator 

^1 Bold word indicator 

^7 Bold passage indicator 

^' Bold terminator 

_2 Underlined symbol indicator 

_1 Underlined word indicator 

_7 Underlined passage indicator 

_' Underline terminator 

@2 Script symbol indicator 

@1 Script word indicator 

@7 Script passage indicator 

@' Script terminator 
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Symbols and Indicators 

Modified Letter Indicators (UEB §4.2) 
Braille Print Meaning 

@* ◌̸  Solidus (forward slash) overlay on following letter 

@3 ◌ ̶ Horizontal stroke overlay on following letter 

@+ ◌̆ Breve above following letter 

@- ◌̄ Macron above following letter 

^& ◌̧ Cedilla below following letter 

^* ◌̀ Grave accent above following letter 

^% ◌̂ Circumflex above following letter 

^$ ◌̊ Ring (circle) above following letter 

^] ◌̃ Tilde above following letter 

^3 ◌̈ Diaeresis (umlaut) above following letter 

^/ ◌́ Acute accent above following letter 

^+ ◌̌ Caron (hacek, wedge) above following letter 

^_1  First transcriber-defined modifier on following letter 

^_2  Second transcriber-defined modifier on following 
letter 

^_-  Third transcriber-defined modifier on following letter 
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Symbols and Indicators 

Pronunciation Symbols 
Braille Print Meaning 

^.b  Primary stress 

^.2  Secondary stress 

_5 ə Schwa 

^n ŋ Eng 

Transcriber-Defined Symbols (UEB §3.26) 

Braille Meaning 

? First transcriber-defined symbol 

#? Second transcriber-defined symbol 

@#? Third transcriber-defined symbol 

^#? Fourth transcriber-defined symbol 

_#? Fifth transcriber-defined symbol 

"#? Sixth transcriber-defined symbol 

.#? Seventh transcriber-defined symbol 

Transcriber-Defined Emphasis Indicators (UEB §9) 

Braille Meaning 

@# First transcriber-defined indicator 

^# Second transcriber-defined indicator 

_# Third transcriber-defined indicator 

"# Fourth transcriber-defined indicator 

.# Fifth transcriber-defined indicator 
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 Index 

A 
abbreviations 

above sentences, 18-4 
above/below sentences 

optional format for, 18-5 
endnotes, 16-13 
exercises, 10-17 
font attributes omitted, 5-4 
parts of speech, 5-4 
postal code in affiliation, 2-9 
punctuation, 16-13 
tables, 11-13, 11-15 

acronyms, 11-13 
headings, 11-12 

transcriber’s notes, 3-3 
academic degrees, 2-4, 2-12 
acknowledgements 

cartoons, 14-9 
format for, 2-15 

advertising copy in magazines 
omitted, 2-14 

affiliations 
authors, 2-12 
transcriber/transcription segment, 

2-9 
agency decisions, 1-2 

endnote sections, 16-14 
expendable materials, 10-1 

repeated headings in, 10-1 
format of presentation of graphic, 

11-18 
guide text in outlines, 8-11 
illustrations, 6-10 
line spacing, 1-8 
list of, B-1 
list of consultants, 2-12 
notes in separate volume, 16-11 
omission of guide words, 21-6 
printing history format, 2-8 
print-to-braille format, 1-2 
religious materials, 13-10, 15-6 
title pages, 2-2 

transcriber/transcription segment, 
2-9 

unsuitable material, 1-2 
volume identification segment, 2-9 
volume labels, 1-19 
volume numbering, 1-7 
volume size, 1-6 

alignment 
bullets 

lists, 8-7 
marked items in list, 17-4 
tables, 11-10 

alliteration 
format for, 5-11 

alphabetic 
print page numbers, 1-17 

alphabetic references 
bilingual reference materials. See 

also glossaries, bilingual 
reference materials 

abbreviations, 21-20 
emphasis, 21-20 

blank lines, 21-2 
blank lines when dividing, 21-3 
blank spaces, 21-10 
braille guide words, 21-6 
capitalization, 21-2 
capitalized letter divisions, 21-2 
definition of, 21-1 
dictionaries, 21-13 
font attributes, 21-2 
format for, 21-1 
glossaries, 21-11 
grade 1 indicator, 21-2 
indexes, 21-7 
letter divisions, 21-2 
parts of speech 

punctuation, 21-10 
print guide words, 21-5 
runovers, 21-1 
sequence listed on spine, 21-4 

alphabetical 
print page numbers, 1-17 
table of contents, 2-22 
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alphabetical order 
answer choices, 10-7 
key lists, 11-16 
lists, 8-5 
word lists, 10-15 

altered text 
transcriber’s notes, 2-14 

analogies 
symbols 

special symbols page, 18-4 
ancestral genealogical chart 

format for list of individuals, 6-8 
annotated bibliographies, 22-3 
answer choices 

blank lines, 10-8 
box lines, 10-15 
division, 10-2 

in interpoint, 10-2 
long, 10-2 

format for, 10-2 
answer cues 

enclosure symbols, 10-12 
location of, 10-10 
low line or dash, 10-12 
omissions, 10-11 
punctuation, 10-10 
question marks, 10-12 
raised, 10-13 
superscript number/letter, 10-12 

antonyms 
thesauruses, 21-13 

arabic numerals 
grade level, 2-3 
page numbers, implied, 2-14 
preliminary volumes, 1-7 
print page numbers, 1-15, 2-10 
volume identification, 2-9 

arrows 
word formation, 17-12 

attributions 
blank lines, 9-6 
font attributes, 9-6 
format for, 9-6 
margin, 9-6, 9-9 

author segment 
affiliations, 2-4 

editors, 2-4 
format for, 2-4 
translators, 2-4 

authorized organization 
definition of, 2-7 

authors 
affiliations/degrees, 2-4 
author segment, 2-4 
by, 2-4 
et al., 2-4 
principal, 2-4 

B 
back matter 

definition of, 1-7 
BANA. See Braille Authority of North 

America 
bibliographies, 22-1 

annotated, 22-3 
font attributes, 22-2 
foreign language 

format for, 22-2 
format for, 22-1 
long dash, 22-2 
punctuation in, 22-2 

blank cells 
analogies, 18-4 
box lines, 7-2 
braille guide words, 21-6 
centered headings, 4-6 
columns, 11-4 
displayed materials, 9-3, 9-4 
end-of-volume statement, 1-8 
entry word segment, 21-10 
entry words, 20-7 
insertions, 18-5, 18-7 
irregular spacing following 

character’s name, 14-1, 14-6 
matching columns, 10-16 
Morse code, 19-4 
outlines, 8-10 
poetry, 13-5 
running heads, 1-10 
title, 1-9 
word lists, 9-5 
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blank lines 
alphabetic 

print page numbers, 1-18 
alphabetic reference divisions, 21-2, 

21-3 
attributions, 9-6 
between cell-5 and following cell-7 

heading, 4-9 
box lines, 7-2 

tables, 9-7 
boxes, 7-1, 7-7 
cartoons, 14-8 
cell-5 headings, 4-7 
cell-7 headings, 4-9 
centered headings, 4-6 
codes, 19-2 
counted words, 15-6 
cross-reference, 9-8 
displayed materials, 9-3 
double-spaced materials, 1-9 
end-of-volume statement, 1-7 
epigraphs, 9-5 
exercises, 10-2, 10-3 

examples, 10-15 
general guidelines, C-1 
glossaries, 21-13 
headings, 4-3, 4-4, 4-9 

box lines, 4-5 
illustrations, 6-2 
instructional correspondence, 9-10 
key list, 11-16 
keys, 11-16, 16-15 
lists, 8-2, 8-3, 8-5 
matching columns, 10-16 
music, 13-10 
note separation line, 16-6 
page change indicator, 1-12 
poetry, 13-2, 13-4 
prose poetry, 13-6 
puzzles, 19-7 
running heads, 1-10 
scene settings, 14-3 
sidebars, 12-2 
simultaneous speakers, 14-5 
source citations, 9-6 

headings, 9-6 

special formats in notes, 16-5 
stage directions, 14-6 
table of contents, 2-18 
tables, 11-6, 11-10 
title, 1-9 
title pages, 2-2 
transcriber’s notes, 3-2 
word lists, 10-14 

blank spaces 
alphabetic references, 21-10 
exercises, 10-9 
forms, 6-7 
puzzles, 19-3, 19-5 
tables, 11-11 

blocked text 
definition of, 1-5 

body matter 
definition of, 2-1, 2-22 
extra material, 2-23 
format for, 2-22 
page numbers, 2-22 

book cover or jacket 
format for, 2-15 

box lines, 7-1 
answer choices, 10-15 
blank cells, 7-2 
blank lines, 7-2 

exceptions, 7-2 
centered headings, 4-6 
format for, 7-2 

width, 7-2 
left or right omitted, 7-3 
line-numbered materials, 7-2 
lists, 8-4 
page change indicator, 7-2 
placement of on page, 7-3 
sidebars, 12-2 
symbols, 7-1, 7-6 
tables, 11-4 

boxes 
blank lines, 7-1 

between multiple, 7-4 
colored background, 7-6 

format for, 7-6 
definition of, 7-1 
displayed materials, 9-2 
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facing pages, 7-4, 7-5 
placement of, 7-5 
transcriber’s notes, 7-5 

format for, 7-2 
interrupted 

transcriber’s notes, 3-3 
lines. See box lines 
page change indicator, 7-6 
placement of, 7-2, 7-6 
side-by-side 

format for, 7-4 
tables, 11-4 
transcriber’s notes 

interrupted, 7-4 
resumed, 7-4 

vertical 
format for, 7-4 

within boxes, 7-6 
braille 

codes 
source of, 1-3 

page. See pages, braille 
symbols 

scansion, 13-6 
Braille Authority of North America, 1-3 
Braille Formats 

code changes list, A-1 
braille symbols 

list of, G-1 
required on special symbols page, 

G-1 
break in context 

narrative text, 3-3 
print format for, 1-11 

brief table of contents 
format for, 2-16 

bullets 
braille symbols, 8-7 
lists, 8-7 

alignment of, 8-7 
runovers, 8-7 
special symbols page, 8-7 
subentries, 8-7 
transcriber’s notes, 8-7 

C 
Canadian reproduction statement, 2-6 

format for, 2-12 
capitalization 

alphabetic references, 21-2 
exercises, 10-2 
full 

ignored as font attribute, 5-3 
paragraph headings, 4-10 

lists, 8-1 
numbered verses, 13-11 
table of contents, 2-19 
title pages, 2-3 

captions 
illustrations, 6-2 
tables, 11-6 
timelines, 6-9 

caret symbol 
edited material, 18-7, 18-8 

cartoons 
blank cells, 14-9 
blank lines, 14-8 
character’s names, 14-9 

transcriber’s notes omitted, 14-9 
format for, 14-8, 14-9 
multi-framed, 14-9 

character’s names, 14-10 
format for, 14-9 

narrator, 14-10 
scene setting, 14-9 
single-frame, 14-9 
transcriber’s notes, 14-8, 14-9 

cast of characters. See also 
character’s names 

format for, 14-2 
cell entries 

blank, 11-22, 11-23 
definition of, 11-9 
print signs, 11-13 
tables 

condensed, 11-12 
cell-3 margins 

displayed materials, 9-2 
cell-5 heading 

lists, 8-3 
nested lists, 8-6 
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cell-5 headings 
blank lines, 4-7 

following exception, 4-8 
cell-5 headings, 4-8 
cell-7 headings, 4-8 
centered headings, 4-8 
columns, 4-8 
displayed materials, 9-3 

margins, 9-3 
followed by cell-7 heading and 

blank lines, 4-9 
font attributes 

omitted, 5-3 
format for, 4-7 
key list, 11-16 
lists, 4-7 
matching columns, 10-16 
poetry, 13-4 
stairstep tables, 11-23 
supplemental title page, 2-12 

cell-7 headings 
blank lines, 4-9 
cell-5 headings, 4-8 
columns, 4-9 
displayed materials, 9-3 

margins, 9-3 
font attributes 

omitted, 5-3 
format for, 4-9 
lists, 8-3 
nested lists, 8-6 

centered headings 
alphabetic references, 4-6 
blank cells, 4-6 
blank lines, 4-6 
box lines and blank lines, 4-6 
cell-5 headings, 4-8 
displayed materials, 9-3 
font attributes omitted, 5-3 
table of contents, 4-6 
title and author, 4-3 
title and chapter number, 4-4 
unit number and title, 4-4 

change in context 
boxes, 7-5 

chapter headings 
table of contents, 2-17 

character’s names 
blank cells, 14-6 
cartoons, 14-10 
plays 

format for, 14-1 
punctuation, 14-5 

verse plays 
punctuation, 14-6 

chorus 
music, 13-11 

codes. See also puzzles 
blank lines, 19-2 
capital passage indicator, 19-2 
changes in Braille Formats, A-1 
grade 1 indicator, 19-2 
grade 1 terminator, 19-2 
number 

format for, 19-1 
picture 

format for, 19-1 
column entries 

format for, 11-10 
runovers, 11-10 

column headings 
blank lines, 11-8 
definition of, 11-2 
division between pages, 11-23 
repeated on following page, 11-8 

columns 
blank cells, 11-4 
cell-5 headings, 4-8 
cell-7 headings, 4-9 
division of, 11-10 
guide dots omitted, 9-5, 11-7 
headings 

runovers, 11-7 
separation line in tables, 11-7 
tables, 11-7 

linear tables, 11-21 
listed tables, 11-20 
lists, 8-5, 8-6 
notes 

format for, 16-11 
print, rearrangement of, 8-5 
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stairstep tables, 11-22 
sub-columns 

tables, 11-8 
tables on facing pages, 11-19 
width of 

tables, 11-4 
combined print page numbers, 1-15 
composition symbols 

list of, G-7 
compound hyphenated words 

underscore used with, 10-14 
computer programs 

copyright permission, 2-7 
concept maps, 6-5 

format for, 6-6 
consultants, 2-12 
continued print page numbers, 1-14 
contracted braille 

bilingual reference materials, 21-11 
definition lists, 17-4 
entry words, 20-7 
foreign language, 1-19 
poetry, 13-8 
pronunciation, 20-2 
spellers, 17-1 
typeform for partial emphasis, 5-10 
word lists, 17-3 

copyright 
date, format for, 2-6 
illustrations, 6-2 
permission exceptions, 2-7 
permission in publisher’s segment, 

2-6 
source citations, 9-7 
symbol in publisher’s segment, 2-6 

correspondence 
format for, 9-9 
instructional, 9-10 

blank lines, 9-10 
crossed-out letters, 17-9 

enclosure symbols, 17-11 
in sentences, 17-9 
replaced with hyphens, 17-9 
sentences, 17-10 

cross-references 
alphabetic references, 21-4 

blank lines, 9-8 
definition of, 9-7 
font attributes, 21-4 
format for, 9-8 

crossword puzzles 
clues, 19-5 

format for, 19-5 
format for, 19-4 
grid, 19-5 

interpoint, 19-6 
large, 19-5 
letter column, 19-5 
shaped, 19-5 
spaces, 19-5 
squares, 19-5 
transcriber’s notes, 19-6 
wide grid, 19-6 

D 
dash 

dictionaries, 21-14, 21-15 
tables, 11-11 
with guide words, 21-6 

decimal points 
tables, 11-10 

sequential, 11-6 
dedications 

font attributes 
omitted, 5-3 

format for, 2-15 
definition lists 

font attributions, 17-4 
format for, 17-4 

definition segment 
definition of, 20-7, 21-9, 21-16 

descendants genealogical chart, 6-7 
diacritics. See pronunciation, diacritic 
diagonal lines 

tables, 11-10 
diagramming 

scansion, 13-9 
sentences, 18-8, 18-9, 18-10 
with arrows, 18-10 

dialogue 
cartoons, 14-9, 14-10 

format for, 14-10 
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plays 
mixed format, 14-8 

prose plays 
font attributes, 14-5 
format for, 14-4 

diaries 
dates, 9-9 
format for, 9-9 
script font, 9-9 

dictionaries 
antonyms, 21-18 
cross-references in, 21-18 
dash symbols, 21-14 
foreign word derivations, 21-18 
marginal labels, 21-19 
parts of speech, 21-18 
print symbols 

placement of, 21-14 
second-definition levels, 21-18 
subentries 

list of, 21-18 
symbolic colon, 21-14 
synonyms, 21-18 

directions 
exercises, 10-2, 10-3 
numbered/lettered, 10-4 
unnumbered/unlettered, 10-4 

displayed materials 
adjusted margin for, 9-2 
blank lines, 9-3 
boxes, 9-2 
centered headings, 9-3 
definition of, 1-5, 9-1 
exercise margins, 10-14 
font attributes, 9-4 
format for, 9-2 
headings, 9-3 
lists, 9-2 
paragraphs 

blocked, 9-3 
indented, 9-3 

reader’s perspective, 9-2 
relocated, 9-4 
tables, 9-2 
word lists, 9-4, 9-5 

ditto mark 
special symbols page, 11-12 
tables, 11-12 

division between pages 
column headings, 11-23 
headings, 8-5 
lists, 8-5 
outline guide text, 8-10 
poetry, 13-2 
puzzles, 19-1, 19-5, 19-6 
row headings, 11-10 
stairstep tables, 11-23 
tables, 11-5, 11-22 

division of volumes, 2-21 
dot locator for mention, 2-13 
double-spaced materials, 1-9 

blank lines, 1-9 
exceptions, 1-9 
title page, 1-9 

dramatic works 
copyright permission, 2-7 

E 
edited material 

caret symbol, 18-7, 18-8 
font attributes omitted, 18-6 
format for, 18-5, 18-6 
insertions and corrections, 18-6, 

18-7 
keying technique, 18-6 
numeric keying technique, 18-6 
print symbols, 18-5 
transcriber’s notes, 3-1 
transcriber-defined typeform, 18-7 
uncontracted braille, 18-6 

Effective Practices for Description of 
Science Content within 
Digital Talking Books, 6-4 

ellipsis 
tables, 11-11, 11-18 

embedded material 
definition of, 1-5 

embedded transcriber’s notes, 3-2 
crossed-out letters, 17-9 
edited material, 18-5 
exercises, 10-8, 10-9 
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forms, 6-7 
pictures, 10-17 
puzzles, 19-5, 19-7 

emphasis indicators. See typeform 
indicators 

enclosure symbols 
crossed-out letters, 17-11 
order of preference, 18-5, 18-7 
scene settings, 14-3 
transcriber’s notes, 18-5, 18-7 

endnotes 
abbreviations, 16-13 
definition of, 16-12 
format for, 16-13 
placement of, 16-12 
separate volume, 16-12 
unmarked 

format for, 16-14 
entry 

blank cells, 20-7 
definition of, 21-15 
format for, 20-7, 21-9, 21-15 
index 

definition of, 21-8 
paragraph subentries, 21-8 

parts of 
definition, 20-7, 21-9, 21-15 

entry word segment 
blank cells, 21-10 
definition of, 21-9, 21-15 

entry words 
bilingual reference materials, 21-11 
blank cells, 20-7 
contracted braille, 20-7 
definition list 

contracted braille used, 17-4 
font attributes omitted, 5-7 
format for, 20-7 
pronunciation, 20-7 
superscript numbers, 21-19 

format for, 21-19 
entry words segment 

definition of, 20-7 
epigraphs 

blank lines, 9-5 
definition of, 9-5 

font attributes, 9-6 
format for, 9-5 
not treated as displayed materials, 

9-5 
errors 

font attributes, 17-8 
intentional 

exercises, 17-8 
marked, 17-8 
unmarked, 17-8 

et al., format for, 2-4 
exercises 

alphabetic order, 10-7 
answer choices 

format for, 10-7 
blank lines, 10-2, 10-3 

answer choices, 10-8 
definition of, 10-1 
definition of set, 10-2 
directions, 10-3 

editing, 10-2 
format for, 10-2 

division between pages, 10-4 
embedded transcriber’s note for 

answer choices, 10-8 
examples 

blank lines, 10-15 
format of, 10-15 

font attributes, 5-11 
omitted, 10-15 
retained, 10-15 

format for, 10-2, 10-3 
indention pattern, 10-6 
intentional errors, 17-8 
labels for multiple sentences, 10-15 
main entry in set of, 10-5 
margin for displayed material, 

10-14 
matching columns, 10-16 
material unsuitable for 

transcription, 10-1 
nested list, 10-5 
numbered/lettered 

directions, 10-4 
numbered/lettered lines 

retained, 10-9 
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numbers above or below sentences, 
10-15 

numeric order, 10-7 
page change indicator, 10-2 
pictures, 10-17, 10-18 
questions and answer choices 

division, 10-2 
in interpoint, 10-2 

division of long, 10-2 
format of, 10-2 

repeated information omitted, 10-1 
review section 

format for, 10-6 
runovers, 10-5 
sentences 

font retained, 10-15 
subentries, 10-5 
true/false, 10-17 
unnumbered/unlettered 

answer choices 
order of, 10-7 

directions, 10-4 
wide matching columns, 10-16 
without subentries, 10-5 
word list, 10-14 
write-on lines, 10-7 

expendable materials 
agency decisions, 10-1 
format for, 1-2 
interpoint guidelines, E-2 
repeated information retained, 10-1 

F 
facing pages of print, 1-15 
Flowchart Design for Applicable Braille 

Codes, 6-6 
flowcharts 

format for, 6-6 
font attributes. See also typeform 

indicators 
alphabetic references, 21-2 

sample sentences, 21-11 
bibliographies, 22-2 
changing type of, 5-11 
definition of, 5-1 
displayed materials, 9-4 

educational materials, 5-1 
epigraphs, 9-6 
errors, 17-8 
example words, 20-10 
exercise materials, 5-11 
exercises 

omitted, 10-15 
retained, 10-15 

grammar, 18-1 
headings, 4-6 
incidental note, 9-8 
indexes, 21-8 
letters within a word, 5-10 
linear sentence diagramming, 18-8 
lists, 8-1 
notes, 16-5 
omitted, 5-2, 5-3 

abbreviations, 5-4 
alphabetic references, 21-10 
beginning numbers/letters, 5-6 
character’s names, 5-5 
displayed materials, 9-4 
edited material, 18-6, 18-8 
entry words, 5-7 
letters, 5-3 
parts of speech, 5-4 
quoted material, 5-6 
spelling words, 5-5 
titles, 5-4 
visual enhancement, 5-4 
word parts, 5-3 

paragraphs, 5-10 
partially emphasized material, 5-3 
plays, 14-1 
prepositions in titles, 5-8 
pronunciation, diacritic, 20-4, 20-5 
prose poetry, 13-6 
punctuation, 18-2, 18-3 
retained, 5-1, 5-7 

cross-references, 21-4 
displayed materials, 9-4 
glossary words in text, 5-8 
poetry, 13-1 
quoted material, 5-6 

retained when title in heading, 5-4 
scene setting, 14-3 
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sentence diagramming, 18-12 
shapes, 5-12 
simple pronunciation, 20-2 
spellers, 17-2 
stage directions, 14-4, 14-5 
syllable stress, 20-4 
table of contents, 2-19 
titles, 5-8 
transcriber-defined 

indicator used for small caps, 5-2 
word lists, 17-3, 17-4 

foot 
definition of, 13-8 

foreign language 
contracted braille, 1-19 
definition of, 1-19 
English context, 1-3, 1-19 
marked words 

format for, 17-5 
runovers, 17-5 

modified letters, 1-19 
symbols, D-1 
word lists 

format for, 17-4 
placement, 17-4 

foreign language glossaries. See 
glossaries, bilingual 
reference materials 

forms, print, 6-7 
box lines, 6-7 
embedded transcriber’s notes, 6-7 
nested list, 6-7 
omitted, 6-7 
retained 

format for, 6-7 
script indicators, 6-7 

French braille symbols, D-1 
front matter 

definition of, 2-1, 2-14 
formats for various, 2-22 
interpoint guidelines, E-1 

full capitalization 
in headings, 4-10 

G 
genealogical charts 

ancestral, 6-8 
descendant, 6-7 

genre/subject 
table of contents, 2-21 

format for, 2-22 
German braille symbols, D-2 
gloss notes. See notes, foreign 

language materials 
glossaries 

bilingual reference materials 
articles, etc., 21-20 
braille contractions, 21-11 
entry words, 21-11 
format for, 21-12, 21-20 
guide words, 21-23 
modifiers, 21-22 
omissions, 21-22 
repetition symbol, 21-22 
shift, 21-20 
subentries, 21-21 
symbols, 21-20 

blank lines, 21-13 
cell-5 headings used, 21-12 
displayed materials, 21-13 
entry words 

format for, 21-11 
examples of print format, 21-12 
format for, 21-11 
guide words 

bilingual reference materials, 
21-12 

illustrations retained, 21-12 
pronunciation, 21-11 
simple, 21-11 

glossary 
of transcription terms, F-1 

glossary words within text 
font attributes retained, 5-8 

grade level 
omission of, 2-3 
title segment, 2-3 

grammar, 18-1 
font attributes, 18-1 
punctuation, 18-2 
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graphic novels 
definition of, 14-10 
format for, 14-10 

graphs 
converted to table, 11-18 

grouping symbols 
multi-line bracket, 18-4 

Guidance for Transcribing Foreign 
Language Material in UEB, 
D-1 

Guidance for Transcription Using the 
Nemeth Code within UEB, 
1-4 

guide dots 
definition of, 11-2 
indicating blank space in table, 

11-11 
lists, 8-5 
omitted 

matching columns, 10-16 
word lists, 9-5, 10-15 

omitted in column runovers, 11-11 
table of contents, 2-19 
tables, 11-9, 11-11 
tables on facing pages, 11-19 

guide text 
agency decisions, 8-11 
continued, 8-10 

guide words 
agency decisions, 21-6 
blank cells, 21-6 
braille, 21-6 

continued entries, 21-7 
format for shortening, 21-7 
glossaries with examples, 21-12 

dash, 21-6 
format for, 21-6 
interpoint guidelines, E-2 
print 

alphabetic references, 21-5 
transcriber’s notes for, 21-5 

punctuation omitted, 21-6 
guidelines 

definition of, 1-4 
Guidelines and Standards for Tactile 

Graphics, 1-3, 6-1 

H 
headings 

blank cells, 4-6 
blank lines, 4-3, 4-5, 4-9 

with page change indicator, 4-4 
capitalization, 2-19 
capitalized, 4-6 
cell-5. See cell-5 headings 
centered. See centered headings 
changing level of, 4-11 
condensed 

listed tables, 11-20 
consistent with similar, 4-1 
continued, 4-6 
displayed materials, 9-3 
division of, 4-7 
font attributes, 4-6 
fundamentals, 4-1 
hierarchy, 4-2, 4-3, 4-8 
icons, 4-11 
marginal, 4-10 
multiple, 4-12 
note separation lines, 4-5 
omitted for repeated, 2-13 
paragraph. See paragraph headings 
placement of, 4-3, 4-6, 4-12 
pronunciation keys, 20-9 
punctuation, 4-6 
reader’s perspective, 4-1 
reference marks, 4-12 
running heads, 4-3 
sidebars, 12-2 
source citations, 9-7 

blank lines, 9-6 
structure, 4-1 
table of contents, 2-17 
tables, 11-6 

condensed, 11-12 
sub-column, 11-8 

transcriber-devised 
matching columns, 10-16 

with box lines, 4-5 
hymnals 

format for, 13-10 
hyphenated compound words 

division of, 1-11 
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hyphens 
music, 13-11 
used for crossed-out letters, 17-9 
used for spaces, 17-7 
used for syllable breaks, 20-2 
used in Morse code, 19-4 

I 
icons 

headings, 4-11, 4-12 
listed, 4-12 

special symbols page, 4-12 
identifiers. See answer cues 
illustrations 

blank lines, 6-2 
caption and description, 6-3 
captions, 6-2 
concept maps, 6-5 
copyright statement, 6-2 
definition of, 6-1 
description, 6-4 
description guidelines, 6-4 
exercises, 10-17, 10-18 
flowcharts, 6-6 
format for, 6-2, 6-3 
forms, 6-7 
genealogical charts, 6-8 
identification of, 6-2 
numbering, 6-3 
omitted, 6-5, 6-10 

substitution of information, 6-10 
transcriber’s note, 6-5 

organizational charts, 6-8 
placement of, 6-3 
relocation 

transcriber’s note, 6-3 
screenshots, 6-10 
slide presentations, 6-11 
source citations, 6-2 
timelines, 6-8 
transcriber’s notes 

omitted illustrations, 6-10 
illustrators 

omitted on title page, 2-5 
Image Description Guidelines 

website, 6-5 

implied page numbers in print, 1-13, 
2-14 

incidental note 
definition of, 9-8 
font attributes, 9-8 
format for, 9-8 
headings and blank lines, 9-8 

indentation pattern 
format for, 1-5 

indexes, 21-7 
entry 

definition of, 21-8 
font attributes, 21-8 
multiple print columns, 21-7 

inserted text 
spacing of, 17-11 

inside cover material 
format for, 2-15 

instructions 
format for, 10-5 

International Phonetic Alphabet, 1-3, 
20-1 

interpoint guidelines, E-1 
answer choices, 10-2 

interviews 
format for, 14-8 

IPA. See International Phonetic 
Alphabet 

ISBN 
10 and 13 digit, 2-8 
choice of entry, 2-7 
format for, 2-7 
multiple in book, 2-8 
omitted, 2-8 
publisher’s segment, 2-7 

ISSN 
publisher’s segment, 2-7 

Italian braille symbols, D-3 

K 
key items 

format for, 11-16 
key list 

alphabetical order, 11-16 
and cell-5 headings, 11-16 
blank lines, 11-16 
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definition of, 11-15 
format for, 11-16 
numerical order, 11-16 
transcriber’s notes, 11-16 

keys 
blank lines, 16-15 
dot locator, 16-15 
edited material, 18-6 
elements of, 11-15 
format for, 11-15, 16-15 
key list in, 11-15 
listed elements, 11-16 
numeric 

edited material, 18-6 
pronunciation, 20-8 

dot locator for mention, 20-9 
font attributes, 20-10 
format for, 20-9, 20-10 
headings, 20-9 
placement of, 20-9 
summary keys, 20-11 

summary, 20-8 
tables, 11-14 
transcriber’s notes, 11-15 
transcriber-generated, 11-15 

kindergarten. See lower grades 

L 
labels 

marginal, 16-14 
numbered items, 10-15 

letter indicator 
pronunciation, 20-2 

letter searches. See word puzzles 
letter/number print page numbers, 

1-15 
letters 

capital 
print font attributes, 18-1 

crossed-out, 17-9 
diacritic 

ligatures, 20-5 
marking of two, 20-5 
marks above or below, 20-6 

font attributes, 5-10 
omitted, 5-3 

freestanding 
font attributes 

omitted, 5-3 
inserted, 17-10 

enclosure symbols, 17-10 
omitted 

spellers, 17-7 
partial emphasis, 18-1 
replaced with symbols, 17-7 
two with diacritic ligatures, 20-6 

line continuation indicator 
segmented numbers in tables, 

11-12 
line mode 

sentence diagramming, 18-10 
line numbers 

with rhyme scheme, 15-5 
linear sentence diagramming, 18-8 
linear tables 

column format, 11-21 
format for, 11-21 
notes, 16-12 

line-lettered materials 
combined with line-numbered 

materials, 15-5 
font attributes, 15-4 
format for, 15-4 
page numbers, print, 15-4 

line-numbered materials, 15-1 
blank cells, 15-2 
box lines, 7-2 
format for, 15-2 
interpoint guidelines, E-2 
line number placement, 15-2 
marginal numbers, 15-1 
mixed prose and poetry, 15-4 
page numbers, print, 15-2 
paragraphs, numbered, 15-1 
plays 

format for, 15-3 
poetry, 15-3 
prose, 15-2, 15-3 
repetition omitted, 15-2 
rhyme scheme, 15-5 
transcriber’s note, 15-2 
word division, 15-2 
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listed tables 
column headings, 11-20 
condensed headings, 11-20 
format for, 11-20 
notes, 16-12 

lists 
alphabetic order, 8-5 
annotated, 8-11 
blank lines, 8-2, 8-3, 8-5 

page change indicator, 8-3 
box lines, 8-4 
bullets, 8-7 
capitalization, 8-1 
cell-5 heading, 8-3 
cell-7 heading, 8-3 
columns, 8-5, 8-6 
definition of, 8-1 
directions with, 8-4 
displayed materials, 9-2 
division of, 8-5 
embedded, 8-2 
font attributes 

omitted, 8-1 
retained, 8-1 

guide dots, 8-5 
multi-column with some bulleted 

items, 8-8 
nested, 8-6 

definition of, 1-5 
format for, 1-5, 8-1, 8-6 

outlines, 8-9 
paragraph, 8-2 
placement of, 8-5 
placement of columns, 8-5 
punctuation, 8-1 
runovers, 8-6 
simple, 8-1 
some bulleted items, 8-7 
subentries, bulleted, 8-7 
types of, 8-1 
vertical, 8-2 

lower grades 
alphabetic print page numbers, 

1-17 
volume size, 1-6 

lyrics 
music notation 

omitted, 13-10 
retained, 13-10 

without music notation, 13-10 

M 
magazine 

format for, 1-6 
marginal materials 

headings 
placement of, 4-10 

placement of, 1-2 
margin-numbered materials 

format for, 15-1 
paragraphs 

format for, 15-1 
marked items in list 

alignment, 17-4 
runovers, 17-4 

matching columns 
blank cells, 10-16 
blank lines, 10-16 
division, 10-16 
exercises, 10-16 
interpoint, 10-17 
placement of, 10-16 
runovers, 10-16 
wide exercises, 10-16 

mathematical notation 
transcriber’s notes, 3-4 

mathematical symbols 
spellers, 17-12 

meter 
caesura symbol, 13-8 
division of within foot, 13-8 
foot symbol, 13-8 
poetry 

braille symbols, 13-8 
format for, 13-8 

print symbols, 13-8 
missing letters 

contractions used in, 10-13 
missing print page numbers, 1-14 
modified letters 

list of, G-9 
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Morse code 
blank cells, 19-4 
format for, 19-3 
hyphens, 19-4 
special symbols page, 19-4 

music 
blank lines, 13-10 
chorus, 13-11 
composer, arranger, etc., 13-10 
hyphens between syllables, 13-11 
notation omitted, 13-10 
numbered verses, 13-11 

format for, 13-11 
permission to copy, 13-10 
refrain, 13-11 
song numbers, 13-10 
source citations, 13-10 
titles, 13-10, 13-11 

music and lyrics 
copyright permission, 2-7 

Music Braille Code, 1-3, 13-10 

N 
Nemeth Braille Code for Mathematics 

and Science Notation, 1-4, 
3-4 

nested list 
cell-5 headings, 8-6 
cell-7 headings, 8-6 
definition of, 1-5 
exercises, 10-5 
format for, 1-5, 2-18, 8-1, 8-6, 

21-1 
table of contents, 2-18 
thesauruses, 21-13 

newspaper 
format for, 1-6 

notation, technical. See technical 
notation 

note separation line 
blank lines 

headings, 16-6 
special formats, 16-5 

headings with, 4-5 
poetry, 13-6 

notes. See also reference marks 

alternative table format, 16-12 
columns 

format for, 16-11 
definition of, 16-1 
divided between pages, 16-10 
extensive 

options, 16-14 
facing pages, 16-11 
font attributes, 16-5 
foreign language materials, 16-7 
format for, 16-5 
marginal, 16-14 

format for, 16-15 
keys, 16-15 

multiple at same location, 16-8 
multiple locations, 16-10 
multiple titles, 16-5 

separate notes, 16-5 
online, 16-2 
order of presentation, 16-5 
pronunciation, 16-9 
quotations included, 16-10 
repeated from other location, 16-10 
separate volume, 16-11 
separation line, 16-5 
stairstep tables, 16-12 
tables 

format for, 16-11 
placement of, 11-5 

transcriber’s notes, 16-11 
uncontracted braille omitted, 16-9 
unmarked, 16-4 

format for, 16-4 
multiple, 16-8 
placement of, 16-4 

number/number print page numbers, 
1-15 

numbered/lettered directions 
exercises, 10-4 

numbers 
above or below sentences, 10-15 
ordinal, raised, 10-17 

numerals 
division of, 11-10 
format for in tables, 11-10 
segmented in tables, 11-12 
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numeric order 
answer choices, 10-7 
key lists, 11-16 

numeric puzzles 
format for, 19-2 

O 
omissions 

answer cues, 10-11 
format for, 10-13 
omitted, 10-12 
print above or below line, 10-11 
punctuation, 10-10 
spacing, 10-10 
spellers, 17-7 
symbols for, 17-7 

substitutions, 17-7 
transcriber’s notes, 10-11 
word or blank space 

format for, 10-9 
word parts, 17-7 
write-on lines, 10-10 

omitted page numbers, 1-18 
organizational charts 

format for, 6-8 
outlines 

format for, 8-9 
full text of 

format for, 8-10 
guide text, 8-10 
punctuation, 8-9 

P 
p pages. See preliminary pages; 

preliminary page numbers 
page change indicator, 1-11, 1-13 

blank lines, 1-12 
omitted, 1-12 
within lists, 8-3 

boxes, 7-6 
exercise directions, 10-2 
lists, 8-3 
page number missing, 1-14 

page numbers, alphabetic, 1-17 
blank lines, 1-18 

page numbers, braille, 1-18 

omitted, 1-18 
preliminary pages, 2-14 
repeated, 1-18 
volume identification segment, 2-10 

page numbers, print, 1-11, 1-14 
alphabetic, 1-17 
chart of combinations, 1-15 
combinations of styles, 1-15 
combined, 1-15, 7-4 
continued, 1-14 
continued and grade 1 indicator, 

1-14 
missing, 1-14 
numbering, 1-11 
preceding word omitted, 1-16 
table of contents, 2-19 
transcriber’s notes, 3-2 
unnumbered at end of text, 1-11 
volume identification segment, 2-10 
with preceding word, 1-16 

pages, braille 
interpoint guidelines, E-1 
line length, 1-8 
size, 1-8 
volume identification segment, 2-10 

pages, print 
combined lettered continuation, 

1-15 
facing page of, 1-15 
format for, 1-13, 2-10 
headings only, 1-15 
implied page numbers, 1-13, 2-14 
page change indicator, 1-11 
transposed, 2-10 
volume identification segment, 

2-10, 2-11 
paragraph headings, 4-10 

changing level of, 4-11 
cell-7 or cell-5 heading, 4-11 

full capitalization, 4-10 
paragraph lists, 8-2 
paragraph numbered materials. See 

line-numbered materials 
paragraphs 

blocked, 1-10 
capitalization, 1-10 
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font attributes, 5-10 
indented, 1-10 

exception to, 1-11 
lettered, 1-11 
numbered, 1-11 

part headings 
capitalization, 2-19 
table of contents, 2-17 

partial table of contents 
within text, 2-22 

parts of speech 
font attributes omitted, 5-4 

permission statement 
publisher’s segment, 2-5 

permission to print 
exceptions to copyright law, 2-7 
format for, 9-6, 9-7 
placement of, 9-7 

plays, 14-1 
character’s names 

font attributes, 14-1 
font retained, 14-2 
format for, 14-1 
transcriber’s notes, 15-3 

conclusion statement, 14-8 
dialogue 

format for, 14-1 
irregular spacing, 14-1 

font attributes 
omitted, 5-5, 14-4 
retained, 14-1 

line-numbered, 15-3 
blank cells, 15-3 

mixed format 
dialogue, 14-8 
stage directions, 14-8 

multiple volumes 
page numbers, 14-3 
print page numbers, 14-3 
repeated cast of characters, 14-3 

punctuation for character’s names, 
14-2 

scene settings 
definition of, 14-3 
format for, 14-3 

simultaneous speakers, 14-5 

stage directions, 14-3 
verse 

format for, 14-6 
plays, prose 

blank cells, 14-5 
character’s names 

format for, 14-5 
plays, verse 

blank cells, 14-6 
font attributes 

omitted, 14-6 
stage directions, 14-7 

poetry 
attributions, 13-9 
blank lines, 13-2, 13-4 

when marked, 13-7 
cell-5 headings 

stanza numbers, 13-4 
contracted braille, 13-8 
definition of, 13-1, 15-3 
diagrammed scansion and meter, 

13-9 
division between pages, 13-2 
embedded in narrative text, 13-1 
font attributes 

retained, 13-1 
special symbols page, 13-1 

format for marked, 13-6 
glossaries, 13-2 
indention pattern, 13-2 

deep indention of lines, 13-3 
irregular indention, 13-5 

transcriber’s notes, 13-5 
line numbers and rhyme scheme, 

15-5 
line-numbered materials, 15-3 
meter 

format for, 13-8 
narrative 

font attributes, 15-4 
rhyme scheme, 15-4 

note separation line, 13-6 
placement of, 13-3 
print 

end-of-line symbols, 13-1 
spacing of symbols, 13-1 
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reference marks, 13-6 
rhyme scheme, 15-4 
scansion, 13-6 

format for, 13-7 
second writing 

font attributes, 13-7 
scansion, 13-7 

shaped 
definition of, 13-4 

shared lines. See poetry, irregular 
indention 

stanzas 
format for, 13-4 

stress symbols, 13-6 
subentries 

format for, 13-2 
transcriber’s notes, 13-5, 13-7 
uncontracted braille, 13-5, 13-8 

when marked, 13-7 
unusual punctuation, 13-5 
wide spacing between words, 13-5 
with prose 

format for, 15-4 
poetry, prose 

blank lines, 13-6 
definition of, 13-6 
font attributes omitted, 13-6 

prefixes 
font attributes, 5-3 

preliminary pages 
format for, 2-14 

preliminary volumes 
format for, 1-6 

primary stress 
capitalization used, 20-2 

print 
above or below text 

omissions, 10-11 
print copy 

copyright information, 2-2 
special symbols page, 2-13 
title pages, 2-2 
transcriber’s notes, 2-14 

print interlining, 1-9 
print page numbers. See page 

numbers, print 

print pages. See pages, print 
print symbols 

scansion, 13-6 
sentence diagramming, 18-9 

printing date 
publisher’s segment, 2-6 

printing history 
definition of, 2-8 
format for, 2-8 

pronunciation, 20-1 
contracted braille, 20-2 
diacritic 

definition of, 20-1 
entry words, 20-7 
font attributes, 20-4, 20-5 
grade 1 indicators, 20-5 
grouping indicators, 20-5, 20-6 
ligatured letters, 20-5 
mark freestanding, 20-6 
modified letter indicators, 20-3 
of two letters, 20-5 
symbols. See Appendix G 
transcriber-defined modifiers, 

20-3 
with marks above or below, 20-6 

division, 20-2 
letter indicator, 20-2 
notes, 16-9 
simple 

definition of, 20-1 
font attributes, 20-2 
primary syllable stress, 20-2 
syllable stress, 20-2 
without syllables, 20-3 

pronunciation keys, 20-8 
proofreader 

on title page, 2-9 
proofreading. See edited material 
prose 

blank cells 
line-numbered materials, 15-2 

definition of, 15-2 
line-numbered materials, 15-2, 

15-3 
blank cells, 15-3 
short lines, 15-3 
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with poetry 
format for, 15-4 

prose plays. See plays, prose 
stage directions, 14-5 

publisher’s name 
title page, 2-3 

publisher’s segment 
Canadian reproduction statement, 

2-6 
copyright, 2-6 

information, 2-5 
permission, 2-6 

ISBN, 2-7 
permission statement, 2-5 
permission to print 

computer programs, 2-7 
place of publication, 2-5 
printing date, 2-6 
printing history, 2-8 
reproduction statement, 2-6 
reservation of rights, 2-6 
website, 2-5 

pull quotes 
definition of, 9-1 
displayed materials, 9-1 

punctuation 
enclosed marks of, 18-2 
font attributes, 18-2, 18-3 
grade 1 indicator, 18-2 
headings, 4-6 
list of symbols, G-2 
omissions, 10-10 
print emphasis 

transcriber’s notes, 18-4 
usage and order of, 18-2 

puzzles. See also codes 
blank cells, 19-2 
blank spaces, 19-3 
braille symbols substituted, 19-1 
continued, 19-7 
crossword, 19-4 

transcriber’s notes, 19-4 
division of, 19-5 
facing pages, 19-1 
fundamentals, 19-1 
grade 1 indicator, 19-3, 19-5 

included letters 
grade 1 indicator, 19-5 

interpoint, 19-1 
irregular shapes, 19-7 
Morse code 

format for, 19-3 
numeric 

format for, 19-2 
scrambled letters, 19-3 
special symbols page, 19-1 
transcriber’s notes, 19-1, 19-2 
uncontracted braille, 19-3 
word, 19-6 
word division, 19-2 

Q 
questions 

format of, 10-2 
questions and answers 

division of set, 10-4 
quotations 

included in notes, 16-10 

R 
reader’s perspective 

basic principles, 1-2 
boxes, 7-1 
exercises, 10-2 
font attributes, 5-2 
illustrations, 6-1 
line-numbered materials, 15-1 
lists, 8-2 
notes, 16-2 
poetry, 13-1 
spellers, 17-1 
tables, 11-1 
transcriber’s notes, 3-1 
transcriber-generated pages, 2-1 

rearrangement 
lists in columns, 8-5 
tables, 11-20, 11-21 

reference indicators. See reference 
marks 

reference marks. See also notes 
braille location, 16-2 
definition of, 16-1 
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font attributes, 16-4 
format for, 16-2 
grade 1 indicator, 16-2 
in superscript position, 16-3 
placement of, 16-2, 16-3 
poetry, 13-6 
print location, 16-1, 16-2 
print symbols, 16-1 
special symbols page, 16-3 

refrain 
music, 13-11 

related columns. See tables 
religious materials 

agency decisions, 13-10 
format for, 15-6 
notes, 15-6 
paragraph format, 15-6 
verse format, 15-6 

repeated materials 
front matter format, 2-14 

repeated page numbers, 1-18 
rhyme scheme 

line numbers, 15-5 
narrative poetry, 15-4 
poetry, 15-4 

roman numerals 
capitalized, 5-3 
page numbers, implied, 2-14 
print page numbers, 1-15, 2-10 

root words 
font attributes, 5-3 

row headings 
definition of, 11-2 
implied, 11-9, 11-10 
long, 11-9 
repeated in tables 

omitted, 11-9 
stairstep table, 11-23 
tables 

definition of, 11-9 
format for, 11-9 

Rules of Unified English Braille, The, 
1-1, 2-13 

running footers, 1-2 
running headers, 1-2 

running heads 
blank cells, 1-10 
blank lines, 1-10 
capitalization used, 1-10 
format for, 1-9, 1-10 
headings, 4-3 
shortening of, 1-10 

runovers 
alphabetic references, 21-1 
bullets, 8-7 
column headings 

in tables, 11-7 
columns, 11-11 
exercises, 10-5 
marked items in list, 17-4 
matching columns, 10-16 

S 
sample sentences 

alphabetic references 
font attributes, 21-11 

scansion 
diagrammed 

poetry, 13-9 
indicators, 13-6 
poetry, 13-6 

scene settings 
blank lines, 14-3 
cartoons, 14-9 
font attributes 

omitted, 14-3 
plays 

format for, 14-3 
scrambled letters 

puzzles, 19-3 
spellers, 17-1 

screened materials. See also boxes 
definition of, 7-1 

screenshots 
descriptive, 6-10, 6-11 
format for, 6-10 
informative, 6-10 

second/subsequent title page 
format for, 2-11 
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sentence diagramming 
arrow symbols 

format for, 18-10 
arrows and emphasis 

format for, 18-12 
definition of linear, 18-8 
definition of spatial, 18-10 
font attributes, 18-8 
linear 

format for, 18-8 
multiple arrow symbols 

format for, 18-10 
print symbols, 18-9 
transcriber-defined typeform 

indicator, 18-9 
sentences 

displayed materials, 9-3 
separation line 

definition of, 11-2 
notes, 16-5 
tables on facing pages, 11-19 

series 
format for, 2-3 
title segment, 2-3 

set 
definition of, 10-1 
exercises, 10-2 

shaped poetry 
definition of, 13-4 

shapes 
transcriber-defined typeform 

indicator, 5-12 
shared poetic lines. See poetry, 

irregular indention 
sidebars 

blank lines, 12-2 
box lines, 12-2 
extraneous text, 12-2 
format for, 12-1, 12-2 
headings, 12-2 
identification, 12-1 
placement of, 12-2 
text in margin, 9-2 

signatures 
diaries, 9-9 
format for, 9-9 

script, 9-9 
simultaneous speakers 

blank lines, 14-5 
format for, 14-5 
plays, 14-5 

skeleton tables 
format for, 11-17 
transcriber’s notes, 11-17 

slide presentations, 6-11 
slide numbers, 6-11 
speaker’s notes, 6-11 
text, 6-11 
transcriber’s notes, 6-11 

small capitals 
transcriber-defined 

indicator for, 5-2 
songbooks. See also hymnals 

format for, 13-10 
source citations 

blank lines, 9-6, 11-5 
box lines in tables, 11-5 
copyright, 9-7 
format for, 9-6 
headings, 9-7 
illustrations, 6-2 
placement of, 9-6 
print placement, 9-7 
tables, 11-5 
tables/charts, 9-7 

space saving, 1-2 
Spanish braille symbols, D-4 
spatial sentence diagramming, 18-10 
special symbols page 

analogies, 18-4 
braille order of symbols, 2-13 
bullets, 8-7 
ditto mark, 11-12 
format for, 2-13 
heading not continued, 2-13 
required braille symbols, G-1 
stress marks, 20-4 
superscript indicator, 21-19 
symbols included in volume, 2-13 
transcriber’s notes, 3-3 
transcriber-defined font attribute, 

5-9 
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spellers 
activities, 17-2 
blank cells, 17-2 
contracted braille, 17-1, 17-2, 17-3 
definition of, 17-1 
font attributes, 17-2 
uncontracted braille, 17-2 
word lists, 17-1 

changing print format, 17-2 
spelling words 

contracted braille in first writing, 
17-2 

definition of, 17-2 
font attributes omitted, 5-5 
format for, 17-2 
repeated list of, 17-2 

spine 
alphabetic reference sequence, 

21-4 
sponsoring agency 

transcriber/transcription segment, 
2-9 

spreadsheets 
transcription of, 11-1 

stage directions 
blank lines, 14-6 
enclosure symbols used, 14-3 
font attributes 

omitted, 14-5 
format for, 14-3 
prose dialogue, 14-5 
verse dialogue, 14-7 

stairstep tables 
blank lines, 11-23 
cell-5 heading, 11-23 
column headings, 11-22 
format for, 11-22, 11-23 
notes, 16-12 
transcriber’s notes, 11-22 

standardized tests 
copyright permission, 2-7 

stanzas 
division of between pages, 13-4 
numbered, 13-4 
poetry, 13-4 

STEM. See Effective Practices for 
Description of Science 
Content within Digital Talking 
Books 

stress 
print symbols in diacritics, 20-3 

transcriber’s notes, 20-3 
symbols in poetry, 13-6 

subentry 
definition of, 21-16 
list of, 21-18 

subsequent volumes 
table of contents, 2-20 

sub-subentry 
definition of, 21-17 

subtitle 
format for, 2-3 

Sudoku 
format for, 19-7 

suffixes 
font attributes, 5-3 

summary keys, 20-8 
format for, 20-11 
placement of, 20-11 

supplemental volumes 
format for, 1-7 

syllabification 
simple pronunciation, 20-3 

syllabified words 
division of between lines, 17-6 
format for, 17-6 

syllable division 
print symbols, 20-2 

syllable stress 
font attributes, 20-2, 20-4 
format for, 20-4 
mark over vowel, 20-4 
primary 

simple pronunciation, 20-2 
simple pronunciation, 20-2 
special symbols page, 20-4 
tertiary symbol, 20-4 

symbolic colon 
braille symbol, 21-14 
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T 
t pages. See transcriber-generated 

page numbers 
table of contents 

alphabetical, 2-22 
blank lines, 2-17, 2-18 
brief, 2-16 
capitalization in, 2-19 
chapter/lesson heading, 2-17, 2-18 
complete in volume 1, 2-17 
division of, 2-18 
entries on lines 1 and 25, 2-18 
extraneous materials, 2-17 
font attributes 

omitted, 5-3 
retained, 2-19 

general format for, 2-16 
genre/subject, 2-21, 2-22 
guide dots, 2-19 
headings 

centered, 2-17 
omitted, 2-18 
repeated, 2-21 

inside book cover, 2-17 
interpoint, 2-18 
interpoint guidelines, E-2 
nested list format, 2-18 
page heading omitted, 2-17 
partial, within text, 2-22 
print page number format, 2-19 
right margin, 2-19 
subsequent volumes, 2-17, 2-20 
transcriber-generated, 2-16 
transposed material 

definition of, 2-21 
volume divisions, 2-20 

unknown, 2-20 
volume identification number 

omitted, 2-21 
volume listing, 2-20 
volume number omitted for single 

volume, 2-17 
without print page numbers, 2-21 

tables 
alternative formats 

notes, 16-12 

blank lines, 11-4, 11-6, 11-10 
source citations, 9-7 

box lines, 11-4 
boxes, 11-4 
captions, 11-6 

format for, 11-6 
column entries, 11-10 

definition of, 11-2 
column headings 

format for, 11-7 
separation line, 11-7 

column width, 11-4 
continuation page number retained, 

11-6 
definition of, 11-1 
diagonal lines, 11-10 
displayed materials, 9-2 
ditto mark, 11-12 
division of, 11-22 

between pages, 11-5 
end-of-volume statement, 11-7 
facing pages, 7-4 

format for, 11-19 
format for, 11-4 

skeleton, 11-17 
graphs 

converted to table, 11-18 
guide dots, 11-9 
headings 

blank lines, 11-6 
condensed, 11-12 
format for, 11-6 

horizontal grid lines 
symbol for, 11-11 

horizontal lines, 11-11 
identification of, 11-2 
keys, 11-14 
linear 

blank lines, 11-21, 11-22 
column headings, 11-21 
format for, 11-21 
notes, 16-12 
punctuation, 11-21 
transcriber’s note, 11-21 

listed, 11-20 
column headings, 11-20 
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condensed headings, 11-20 
notes, 16-12 

not treated as displayed material, 
11-4 

notes, 11-5 
format for, 16-11 

numerals, 11-10 
numeric 

blank cells used, 11-14 
entries only, 11-13 
passage indicator, 11-14 
passage indicator placement, 

11-14 
omitted sections of, 11-18 
partially filled in, 11-17 
parts identification of, 11-2 
placement of, 11-5 
print signs, 11-13 
rearrangement, 11-21 
related columns, 11-3 
relocation, 11-5 
row headings 

definition of, 11-9 
format for, 11-9 
format for long, 11-9 
implied, 11-9 

segmented numbers in, 11-12 
sequential numbering of, 11-6, 

11-7 
continued, 11-7 
omitted, 11-7 

skeleton, 11-17 
source citations, 9-7, 11-5, 11-19 
stairstep, 11-22 

devised headings for, 11-23 
sub-column headings, 11-8 

format for, 11-8 
symbols omitted, 11-13 
table title on facing pages, 11-19 
text on line 25, 11-5 
transcriber’s notes, 11-5 
transcription of, 11-1 
vertical lines, 11-11 
wide 

alternate format, 11-18 
division of, 11-20 

facing pages, 11-18 
interchanging columns and rows, 

11-20 
tactile graphics 

interpoint guidelines, E-1 
preferred for maps, etc., 6-1 

tactile graphics specialist 
on title page, 2-9 

technical materials 
agency decision, 1-3 
partial, 1-4 
transcription of, 1-3 

technical notation, 1-4 
transcriber’s notes, 1-4, 3-4 

tertiary stress 
symbol, 20-4 

text 
editing, 1-2 
structure of, 1-2 

texts, foreign 
copyright permission, 2-7 

thesauruses 
dash, 21-13 
definition of, 21-13 
font attributes 

omitted, 21-13 
format for, 21-13 
multilevel 

format for, 21-13 
nested list, 21-13 
subentries, 21-13 

timed reading 
format for, 15-5 

timelines 
bars, 6-9 
captions, 6-9 
dates 

omitted, 6-9 
retained, 6-9 

format for, 6-8 
multiple events, 6-9 
nested list, 6-9 
over multiple pages, 6-9 
shared dates, 6-9 
shared information, 6-9 
transcriber’s notes, 6-9 
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for range of years, 6-9 
title 

blank cells, 1-9 
blank lines, 1-9 
definition of complete, 1-9 
format for, 1-9 

title pages 
agency decisions, 2-2 
blank lines, 2-2 
format for, 2-2 
letter sequence 

uncontracted braille used, 21-4 
print, included in braille edition, 2-2 
publisher’s name retained, 2-3 
publisher’s segment, 2-5 
second/subsequent, 2-11 
title segment, 2-3 
transcriber/transcription segment, 

2-9 
volume identification segment, 2-9 

title segment 
format for, 2-3 
grade level, 2-3 
primary and secondary books, 2-3 
series name, 2-3 

titles 
ancillary books, 2-3 
bound together, 2-2 
font attribute retained for 

preposition, 5-8 
font attributes, 5-8 
series, 2-3 
source, 2-2 

transcriber judgment, 1-1 
transcriber/transcription segment 

agency decisions, 2-9 
format for, 2-9 

transcriber’s description 
cartoons, 14-10 
icons, 4-12 
illustrations, 6-2, 6-4 
shaped poetry, 13-4 
slide presentations, 6-11 

transcriber’s notes 
blank lines, 3-2 
boxes on facing pages, 7-5 

bullets, 8-7 
cartoons, 14-8, 14-9, 14-10 
continuation of text, 3-4 
counted words, 15-6 
crossword puzzles, 19-4, 19-6 
edited material, 3-1, 18-7 
embedded, 3-1, 3-2 
enclosure symbols, 18-5, 18-7 
format for, 3-1, 3-2 

multiple paragraphs, 3-2 
forms, 6-7 
genealogical charts, 6-8 
guidelines, 3-1 

from other codes, 3-1 
indicator, 3-2 
interrupted boxes, 3-3, 7-4 
key list, 11-16 
keys, 11-16 
notes, 16-11 
omissions, 10-11 
omitted 

for cartoons, 14-9 
for condensed headings in 

columns, 11-13 
omitted illustrations, 6-5 
page number references, 3-2 
pictures in exercises, 10-18 
placement of, 3-3 
poetry, 13-5 
poetry with scansion, 13-7 
print guide words, 21-5 
puzzles, 19-2 
relocation of illustrations, 6-3 
resumed boxes, 7-4 
samples, 3-1 
skeleton tables, 11-17 
slide presentations, 6-11 
tables, 11-5 
technical notation, 3-4 
text editing, 1-2 
two or more symbols, 3-3 
verse plays, 14-7 

transcriber’s notes page 
format for, 2-13, 2-14 
omission of illustrations, 6-5 
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transcriber-defined 
emphasis indicators 

list of, G-10 
font attributes 

alternate forms used, 5-9 
order of, 5-9 
special symbols page, 5-9 
symbols, 5-9 

general 
list of symbols, G-10 

transcriber-defined typeform 
edited material, 18-7 

transcriber-generated 
table of contents, 2-16 

transcriber-generated page numbers, 
1-18 

transcriber-generated pages 
definition of, 2-1 
information included, 2-1 
numbering, 2-2 
title pages, 2-2 

translators 
in author segment, 2-4 

transposed material, 2-10 
page numbering, 20-9 
table of contents, 2-21 

true/false 
exercises, 10-17 

typefaces 
definition of, 5-2 
font attributes, 5-2 

typeform indicators 
list of, G-8 
symbols for. See Appendix G, See 

UEB §9 
typeform word indicator 

partial emphasis, 5-10 

U 
uncontracted braille 

bilingual reference materials, 21-11 
crossed-out letters, 17-9, 17-10 
edited material, 18-6 
inserted letters, 17-10 
insertions, 17-11 
letter sequence, 21-4 

omitted letters, 17-7 
poetry, 13-5, 13-8 
puzzles, 19-3 
spellers, 17-2, 17-6 
syllabified words, 17-6 
word formation, 17-12 
word lists, 17-2, 17-3 
word puzzles, 19-6 

Unified English Braille Guidelines for 
Technical Material, 1-4 

unit headings 
capitalization, 2-19 
table of contents, 2-17 

unnumbered/unlettered 
answer choices 

order of, 10-7 
directions 

exercises, 10-4 
unsuitable material for transcription, 

10-1 

V 
verse plays. See plays, verse 

transcriber’s notes, 14-7 
vertical lines 

tables, 11-11 
vertical list, 8-2 
vocabulary word list, 17-1 
volume 

divisions 
table of contents, 2-20 
unknown, 2-20 

end-of statement, 1-7 
blank cells used, 1-8 
blank lines, 1-7 
format in tables, 11-7 
one line of text, 1-8 
plays, 1-8 

format for, 1-6 
label 

format for, 1-19 
numbering 

cover label, 1-6 
table of contents, 1-6 
title page, 1-6 
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size 
agency decision, 1-6 

volume identification segment 
agency decisions, 2-9 
braille page numbers, 2-10 
customized braille used, 2-10 
format for, 2-9 
print page numbers, 2-10, 2-11 

volume label 
alphabetical references, 1-20 

W 
web pages 

screenshots 
format for, 6-10 

website 
publisher’s statement, 2-5 

website design 
format for, 6-10 

word division 
line-numbered materials, 15-2 

word formation 
arrows, 17-12 
mathematical symbols, 17-12 

word lists 
alphabetical order, 10-15 
blank cells, 17-4 
blank lines, 10-14 
changing print format, 17-2 
contracted braille, 17-1, 17-3 
displayed materials, 9-4, 9-5 
exercises, 10-14 
font attributes, 17-3 

foreign language 
articles, format for, 17-5 
format for, 17-4 
marked items, format for, 17-5 
marked words, runovers, 17-5 
placement, 17-4 

format for, 17-3 
marked items in 

format for, 17-3 
phrases, 9-5 
placement of, 10-15 
spellers, 17-1 
uncontracted braille, 17-2, 17-3 

word parts 
font attributes omitted, 5-3 
uncontracted braille, 17-3, 17-11 

word puzzles, 19-6 
grade 1 passage indicator, 19-6 
grade 1 terminator, 19-6 

word search puzzles 
blank lines, 19-7 
continued, 19-7 

words 
divided between print pages, 1-11 
division of, 1-11 
partially emphasized, 17-3 
syllabification, 1-11 

words, counted 
format for, 15-5 

workbooks, set of 
title, 2-3 

write-on lines 
exercises, 10-7 
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