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Fundamentals

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.

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.

Transcriber-Generated Page Basics

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.q.,
tl, 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.

. Follow print for capitalization of all titles, subtitles, and

grade levels.

. Space permitting, each element of the title, subtitle,

series name, and edition statement begins on a new line.

. 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.

. 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.)

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.)

. 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.)

. 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
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2.3.5

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.)

Author Segment

a.

Do not insert "By” before author/editor names unless it is
included in print.

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

another on the same line, separated by a comma.

. Author affiliations/degrees are included on the title page

if the information fits in its entirety.

. 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 Gillespie, Ph.D. Green University
Maria Czepvha, South Dakota College
Richard Clark, MLS, Swiss College
Anne Garrett, Ph.D. Kelt University

f.

g.

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

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

Published by Standard Press New York, 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

With permission of the publisher, Standard Press New York, 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.)

2-5 Section 2
Transcriber-Generated Pages and Front Matter




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

Copyright © 2005, 2001 by Macmillan/McGraw-Hill. All rights reserved. No part of this publication may be
eproduced or distributed in any form or by any means, or stored in a database or retrieval system, without |

(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.)

2-6 Section 2
Transcriber-Generated Pages and Front Matter



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.

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)
(6)

The ISBN may follow “Transcription of” if it will fit on
a single line.

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

ISBN-13: 978-0-618-17298-6  ISBN-10: 0-618-17298-X

(7)

(8)
(9)

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

Do not substitute any other number for the ISBN.
If there is no ISBN printed in the book, omit the
“Transcription of ISBN” line on the braille title page.

. Printing History. Many books include the printing

history, which is a series of humbers usually found on the
back of the title page. It indicates the number and year
of printings.

(1)

(2)

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.

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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2.3.7

2.3.8

Example 2-6: Printing History

ISBN 0-02-245559-0/2
4567 89 (042/043) 08 07 06 05

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.

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

In 1 Volume
Braille pages t1-t2, pl-p2, and 1-68
Print pages 1-v and 1-35
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Example 2-8: Volume Identification

In 1 Preliminary Volume and 9 Volumes
Volume 1

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

Example 2-9: Customized Braille Noted

In 10 Volumes
Volume 1
Uncontracted

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

Example 2-10: Braille Page Information

Braille pages t1-16, p1-p3.and 1-81

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.qg.,
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 nhumbers are separated by commas or the
word “and” according to page numbering groups.
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2.4
2.4.1

Example 2-11: Print Page Information

Print pagesi-x and 1-53

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

Print pagesi-x,877,1-32,and 397-399

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

Print pages i-cx and a69-125
or
Print pages ci-x and 125-b182

or

(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

Print pages iv-xvand 56-81

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

Second and Subsequent Title Pages

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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2.4.2

C.

d.

. 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.

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

information.

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

A single blank line separates segments.

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 Gillespie, Ph.D. Green University
Maria Czepvha, South Dakota College
Richard Clark, MLS, Swiss College
Anne Garrett, Ph.D. Kelt University

. Transcriber/transcription overflow may be included on

this page (tactile graphics specialist, proofreader, etc.).

. 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
2.5.1

2.5.2

2.6
2.6.1

Special Symbols Page

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.)

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).

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

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

. Follow each symbol with a space and its meaning or

name, as directed in UEB. Begin the meaning or name
with a capital letter.

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

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

Transcriber’s Notes Page

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.

b.

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.

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

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

Mathematical content is transcribed according to 7The
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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2.6.2

2.7
2.7.1

d.

€.

Identify altered print format throughout the book.
Samples:

Double quotation marks are substituted for single quotation
marks.

[llustrations 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.

Some agencies may request a printout of the

Transcriber’s Notes page(s) to accompany the volume.

Advertising copy in magazines and other leisure reading
material is omitted. Notice of this omission is given in the
first volume only.

Front Matter Basics

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.

b.
C.

Each item in the front matter begins on a new braille
page.

Precede braille page numbers by p, e.g., pl, p2, etc.
Include the print page number on all front matter pages.
Page numbers may be implied (unnumbered), roman
numerals, or arabic numerals.

. 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.

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.
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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2.8
2.8.1

2.9
2.9.1

guidelines on formatting pages with no print page
numbers.

Book Covers and Jackets

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.

Dedications and Acknowledgements

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.

The acknowledgements are generally treated as a list.

Ignore emphasis unless needed for distinction.

LN ()]
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2.10

2.10.1

2.10.2

Example 2-16: Dedication Page

For Frank Vattano,
master teacher, mentor to teachers,
wellspring of creative resources, and
encouraging friend

25 DI n i g

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

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.)

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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2.10.3

documents, etc. A transcriber-generated table of contents
has a t page number.

. 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.

. Subsequent volumes contain only the portion of the table

of contents pertaining to the print pages in that volume.
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.

. 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.

. In subsequent volumes the identifier is located, following

a blank line, after the contents heading.

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

Headings

a.

b.

C.

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.

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.

A volume number is not indicated when the braille edition
consists of a single volume.
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2.10.4

2.10.5

2.10.6

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.

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.

Contents Entries. Table of contents entries may not appear
on line 1 or line 25, as these lines contain the print and
braille page humbers. 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.

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

2.10.8

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.)

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

WRITNG WORKSHOP: Comparison-Contrast Essay 284

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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2.10.9

2.10.10

Example 2-18: Font Attributes Retained

o

Loving 714

True Love 715
WILLIAM SHAKESPEARE, Let me not to the marriage of true minds 716
ANNE BRADSTREET, To My Dear and Loving Husband 717
E. E. CUMMINGS, somewhere i have never travelled 718

First Volume Numbers and Divisions

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

head is used) in the first volume.

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.

. 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.)

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.

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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2.10.11

2.10.12

2.10.13

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 /ast 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.)

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.)

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.)

Categorized Table of Contents. Lists of genres or subjects
in @ separate listing from the main table of contents are
included in the first volume only.
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2.10.14

2.10.15

2.11
2.11.1

2.12
2.12.1

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)

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

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.)

Other Front Matter

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.)

Body Matter

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

Goosehitaps

IT CAME FROM BENEATH THE SINK!

R.L.STINE

AN

APPLE
PAPERBACK

SCHOLASTIC INC.
Mew York Toronto londen Auckland Sydney

1 ieidiide
2 it lelegttesiiiitet gt
(Return to Text)
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Sample 2-2: Titles in a Set

Haughion Bitlin

Houghton Mifflin Homighton Mitflin

California

MieGh)

Daily Routines Homeworkand
and Practice Problem Solving

Student Book Student Book

* Bty Arireas

* FasTwre
: Lidiin Slual : b}
Actiiie

)

Primary Book Full Title

1 ogseietggegs pletgegie ptttignageat 0%

Secondary Book Full Title

20 atIteenatel eetittliics
3OUESHENSN GURRRRYY peanuugs
goNREREB LNSSDL ounupagsan gry
Secondary Book Full Title
IR E i B A I O R R T AR R
6 oiteieeiee NIl
7 P .:.'.‘:; ;.::°.'.:'.:§;.. :.:'.'.2:::;'.:32:;‘.22 g.::'.fzfs
Secondary Book Full Title
8 tegeitteieer g GEtEetinitelt SRl Lgienite gt
9 Gt Ntiee
10 e weggest ptetgediie N TmSmRat Unth

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

McDougal Liteell

THE LANGUAGE OF

LITERATURE

Copyrighted Image

< McDougal Littell

1 e e. . ‘o . : E .E’ :: 'EE ‘e e .o o8 o e % ee %% E:..
2 TiTiieretetittietiieetedl 8tiad
(Return to Text)
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Sample 2-4: Grade Level Indicated by Dots on Spine

Language

Arts

[ THH-ATED A Ny TR I

Copyrighted Image

A
—
e
i p=
.
H
=
Nj=
g
I"'.-
L)
—

R AL LT B RN IS AT TR SR TETE TRAE I EE S ERERE RALEE BT
2 iiiissest g%
(Return to Text)
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Sample 2-5: Title and Subtitle Including Publisher’'s Name

HOLT

SLEMMENTY o

LITEMATURE

Introductory
Course
Copyrighted
Image

HOLT, RINEHART anp WINSTON

A Harcourt Education Company
Dirlando = Austin » New York = San Ddego + Toronto = London

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

1 gttt pne i B B9 B
PR A A I S N S SR

(Return to Text)
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Sample 2-7: Translator

Edited by David Grene and Richmond Lattimore

EURIPIDES - V

ELECTRA
Translated by Emily Townsend Vermeule

5

Phoenix Books

THE COMPLETE GREEK TRAGEDIES

THE UNIVERSITY OF CHICAGO PRESS
CHICAGO & LONDON
1 Giiitesitetteale
2 S itiel MU Ienttiifeet e S03etetel geetIN0tet gt I
3
4 NNEEESRSTES G
§osgeseiiesteitigeer siy L teletuiir jsteriestelte sieilteniite
(Return to Text)
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Sample 2-8: Publisher Website

COPYRIGHT © 2008 Thomson
Course Technology, a division of
Thomson Learning, Inc.

Thomson Learning™ is a trademark
used herein under license.

Printed in the United States of America
2345678910BM 0908 07

For more information, contact:
Thomson Course Technology
25 Thomson Place

Boston, Massachusetts 02210

Or find us on the World Wide Web at:

WWWw.COUurse.coim

DONERNEEONN NE REDSER UTHESY USuuRNpLng
2 Ueileltletsen Ittt tititiet i etenst
3 93 a3 eses Mg 8e st teig Nt
(Return to Text)
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U.S. Title Page

Sample 2-9

12

13

14

15

16

18

(Return to Text)
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Canadian Title Page and Reproduction Notice

Sample 2-10

24

25

—New Braille Page

(Return to Text)
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Sample 2-11: Layout of Table of Contents

Chapter

1 Chapter Heading
Subentry
Subentry

Sub-subentry

[l LY o N B Ty [ S WP B LN

=

CONTENTS vi

Volume 1

Unit Heading
Part Heading
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Volume 1

Brief Table of Contents i

Entire

Sample 2-12
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Sample 2-14: Table of Contents with Numbered Main Entries

a3 N
Foundation 1
2 The Whys and Hows of Art
4  The Functions of Art Copyrighted Image
6 Subjects and Themes for Artworks
10 Styles of Art
14 Connectto...
17 Chapter Review
( h 9 y,
: Foundation 2
Copyrighted Image s
Lk 7 18 Forms and Media
20 Two-dimensional Artworks
24 Three-dimensional Media
28 Connect to...
31 Chapter Review
v
(Return to Text)
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Sample 2-15: Layout of Multi-Volume Table of Contents

CONTENTS

Volume 1
Chapter

Unit Heading
Part Heading

Vi

1 ADEEE LA 1o s s s e s v i e e s R e e e P P e PR 2
I I o o S S s s i 5
I o B O O T T R S 10

LST0 s R0 o 1= o L Y R 12

Z Ehapter H e ad W o s s T e T e O L D e o Do T e 16

(Return to Text)
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Sample 2 16: Table of Contents with Contlnued Items

EIID Growth and Nutrition

GHAPTER 3

Growth and
Development

e e

LESSON K The Body's Support and Control Systems . ... ... .. B4
CONSUMER WISE: Finding the Right Shoes, B6
HEALTH ONLINE: Skin Cancers, B7
LIFE SKILLS ACTIVITY: Make Responsible Decisions, B9

LESSON EJ TheBody's TransportSystems . .. ............. B10

LINK: Science, B12

LINK: Science, B13

LIFE SKILLS ACTIVITY: Set Health Goals, B15
ON YOUR OWN: Analyze Your Sleep, B16

LESSON I AginginaHealthfulWay ... .. ... ... . ....... B34
LIFE SKILLS ACTIVITY: Practice Healthful Behaviors, B37
LINK: Science, B38
MAKE A DIFFERENCE: Dazzling Deed, B39
CHAPTER I REVIEW . .. ..o i e ainiinue vida. sis sl B40
(Retu rn to Text)
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Sample 2-17: Dots Separating Linear Contents Entries

Writing About Literature 3.5 Analyzing Character Descriptions . . ........ 156
Write a Character Analysis; Using Computers; Viewing and
Representing; Grammar Link
Writing Process in Action  Descriptive Writing Project . ................. 160
Write about an imagined place.
® Prewriting ® Drafting ® Revising
® Editing/Proofreading ® Publishing/Presenting
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Sample 2-18: Listed Unnumbered Contents Entries

1 WORDS WITH sk, sp, st..........inncnnnnnnn 14
Think and Practice Meaning Clues, Hidden Words
Strategic Spelling Using the Problem Parts Strategy
Proofreading and Writing An Opinion
Vocabulary Building Review: Crossword Puzzle, Word

Study: Similes

2 WORDS WITH ng, nk, th........................... 18

(Return to Text)
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Sample 2-19: Transposed Notes

xiv Detailed Contents

Understancing National Security Policymaking 650
National Security Policymaking und Democracy 651
* How You Can Make a Difference: Getting Involved
in the Foreign Policy Process 631
National Security Palicymaking and the
Seope of Government (52
Summary / Career Profile / Key Terms / Get Connected /
Intemet Resources / For Further Reading

Part5 State and Local
Government

21 The New Face of State and
Local Government 656

State Conshitutions 659

Amending State Constitutions 660
State Elections 661

Gubernatorial Elvctions 661

State Legislative Elections 662

The Changing Face of State Elected Officials 666
Making a Difference: Charlene Marshall 668
Covernors and the Execulive Branch 667

The Job of Covernor 668

Other Fxecutive Officers 671
State Legislatures 672
State Court Systems 674

State Court Organization 674

Selecting Judges 676
Direct Democracy 676
State and Local Government Relations 679
®= How You Can Make a Difference:
Direct Democracy 680
Local Governments 650
Types of Local Government 680
Fragmentation, Cooperation, and Campetition 654
® America in Perspective: Urban Plinning in Western
Europe and the United States 685
State and Local Finance Policy 687
® [ssues of the Times: Fiscal Crisis in the States 688
Understanding State and Local Governments 691
Democracy at the Subnational Level 691
® You Are the Policymaker: Should Your State
Take a Chance on Gambling? 692
The Seope of Subnational Government 693
Summary / Career Profile / Key Terms / Get Connected /
Intemet Resources / For Further Reading

Appendix 698
Glossary 720

Notes 738

Key Terms in Spanish 754
738

Acknowledgments
Index 761
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Sample 2-20: Categorized Table of Contents
Student Resource Bank

Issues and Viewpoints

The Future of Rain Forests
The Public Speaks QOut

228
588

Then and Now

New Crop Development 20
Harappa and Sahiwal, Pakistan:
Land of Cotton 126
The Inuit 223
(Return to Text)
2-48 Section 2

Transcriber-Generated Pages and Front Matter



2-49 Section 2
Transcriber-Generated Pages and Front Matter



Sample 2-21: Transcriber-Generated and Front Matter Pages

i

LITERATURE.

FOURTH EDITION

i e i ot T o T T

e
T . S

HEAVEN'S BOUNTY
Tom Darro|
Ouverfand Trail Fine Art Galery|

= PRENTICE HALL
= Upper Saddle River, New Jersey
Needham, Massachusetts

Copyright @ 1996, 1994, 1991, 1989 by Prentice-Hall, Inc., a Viacom Company, Upper
Saddle River, New Jersey 07458. All rights resarved. No part of this book may bo
reproduced or fransmitted in any form or by any means, electronic or mechanical, including
photocopying, recording, or by any information storage and retrieval system, without
permission in writing from the publisher. Prinled in the United States of America.

ISBN 0-13-838210-7
12345678910 9998979695
Art credits begin on page 809.

=5 A= PRENTICE HALL
Simon & Schuster Education Group

A YIACOR (OMPANY

STAFF CREDITS FOR PRENTICE HALL LITERATURE

Editorial: Ellen Bowler, Douglas McCollum, Philip Fried, Kelly Ackley, Eric

Hausmann, Lauren Weidenman

SHORT STORIES e
READING ACTIVELY s o e e A et ol Tt 2
MODEL
Hernando Téllez ............ Lather and Nothing Else ......... 3
PLOT Rudyard Kipling ............ Rikki-tikki-tavi ........ccoviinnns 13
OHHENTY it s saives se The Ransom of Red Chief ...... 25
James Ramsey Ullman ..... A Boy and a Man, from Banner
intheSKy i i et 37
SamSelvon ................ The Mouth-Organ  .............. 45
Multicultural Connection: The Caribbean
AN R o e s s o e e eins 51
Edward D. Hoch ............ OO s e o o e s e e ataa e 53
CHARACTER Paul Annixter ............... S COVBTE T e o e 59
Multicultural Connection: The Artist in Different Cultures ...... 67
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