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Introduction

Hopefully, within the next few years a discussion of encoding procedures for
natural lenguapge texts will seem as antiquated and izrelevant as a discussion of
problems involved in turming spokes for bugygy wheels seems today. The 'ancient'
promise cf optical scansion of orvenf*oﬁaiﬁ printed texts - mot texts re-typed in
some special font ~ has been realized in the recently published concordance of Fope.
Publishers may even come to view themselves as formatters and purveyors of inform-
ation instead of producers of a product and make new materials divectly availabie
in a machine-readable form. But today, 9 January 1976, most of us, because of
econciny oy a&ccess to equipment, still must encode ldﬂOUQgP material by typing it
into the computer through a keyboard terminal orx using a keypunch.

Over the past ten years or so there have appeared a number of articles, both
impiicit as well as axplicit in nature, that have examined encoding comventions.

One of the earlie end wmost complete was Martin Kay's Rand Corporation memcrandum,
'Standards for ¢cﬂd1nu Linguistic Data', in which he presented a set of specific
standards and conventions applicable to a wide variety of sncoding problems. fore

recole} F dL FoLlenaeLo has explored some of the problems inher enf in encoding

Dutch texte:? many of vhe solutions he reached are applicable to English as well.

Implicit sets of standards are present in the prescribed conventions re quired of

language *n31jc15 packazes. See, for example, the conventiocns requived for Sally
' :
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Y. Sedelow’s VIA System? or George Borden's CLAS prog ram, 3 In these and 1 ot

encoding documents with which I am familier, the discussion rests with specific con-

ventions for specific textual phenomena that one SL,Jld or must follow. Little if
1

any attention is given to the rationale behind the conventions or to genera
ciples that might be applied to problems not covered by the particular syst

In considering a set of encoding conventions, the first thing the user wust
realize is the impossibility of his task. A text is z physical cbject and, as
such, has associated with it & potentially infinite amount of information. To eo-
code all of the information in the text would include not only the inked characters

on the page, but in many instances the spacing of those characters (left justified,
offset, centred, etc.), their size and shape (bold face, italics, etc.)s it 1s not




inconceivable that with some texts, particularly older ones, the paper and ink com~
position may be important. Since it is impossible to include all the.potential
informaticon associated with a text, the user should approach the set of decisions
he must mske from the standpoint of weighted alternatives: there is no absolutely
right or wrong way to proceed, only ways that produce certain results at a parti-
cular cost, '

Secondly, the set of conventions should be viewed from a systematic perspec-
tive. They should be well~defined and as unambiguous as possible. Since encod-
ing is necessarily a many-one phenomenon, the user should be sure that ambiguities
are intentional and information omitted will not be needed. Tor example, in de-~
noting line spacing, one set of conventions might be to note: (a) left justifica—
tion, (b) paragraph indentation, (c) centering, and (d) 'all other spac1ng . Of
the above, (d) is ambiguous, but few applications will probably require further
definition; of course, if such information is important, it should be encoded.

In establishing a set of well-defined and unambiguous (or, at least, tolerably un-
ambiguous) conventions, care should be taken in the complexity of the resulting
conventions. Elaborate conventinns require more expensive labour and results in
move errors. One should strive for the simplest set that gets the job done.

Ancther aspect of regarding encoding conventions as a system is that the en-
coding stage is one step in a series of computer-related steps. It is very likely
that encoding will be followed by scanning where individual words will be isolated
and numbered in some relation to context. In establishing conventions, the user
should try to anticipate later processing stages not only to select conventions
that will simplify processing but also to take full advantage of textual modifica-
tion or re-arrangement to do more easily a later task that may be difficult ov lab-
orious at the encoding stage. Below, I shall consider encoding problems within
the context of the Random Accessible Text System, a set of programs that provides a
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highly flexible vepressntation of a toxnt. Tn that gyaker, the snecoding setage o
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succeeded by a scan step, a sort, and a third processing step that builds a type
dictionary of the text and two token files of index information.

———>Dictionary file

encode » gcan > sort build ——> Alphabetic file

»Linear file

'Thuss factors that may be defined for all occurrences of a word type that must be
encoded manually can be delayed until the type file is created in the BUILD step.

Before considering some actual textual problems a few remarks might be appro-
priate concerning professional attitude. Tremendous savings in time, labour, and
money could be obtained if researchers would take into account that future resear-
chers may wish to use their text or that their own future needs may change.

Often, decisions that seem arbitrary or unimportant may drastically affect the
general usefulness of a text. For example, some researchers omit punctuation be-
cause their particular study does not need it; this makes the text useless fcr many
other purposes. If one's needs are limited, no one could ask for inclusion of in-
formation that would result in a 40% or 50% increase in labour; but if a 107 in-
crease will make considerable difference in usefulness, one's commitment to one's
profession should warrant this. There are at least six different encodings of
Milton's Paradise Lost, each different with inpherent limitations. It would seem
that a single carefully encoded version could suffice. Finally, when dealing with
literary texts, it is so tempting when one does not absolutely need definitive text-
ual accuracy to hand a paperback version to the typist, Surely, it is worth the



effort to identify and locate the standard or best editioni
A Specific Problem

Below is a reproduction of two pages from the text of James Joyce's Ulysses, a
novel that presents several interesting encoding problems. I have circled for re-
ference some of the textual features that must be considered. (See Figure 1.)

Segmentation. Unless we wish to comsider, computationally, the text as omne
long string of characters, each time some search is made or statistical measure
computed, we must identify textual segments., There are at least two kinds of seg-
ments we may wish to consider: those that are linguistic (words, sentences, para-
graphs, etc.) and hence, inherent in the author's work and, secondly, those that
are physical (pages, lines, etc.) and most likely to be determined by the printer.
While the first is certainly the more important, physical segmentation should not
be ignored: it is much easier for the human reader to locate a word on, say, page
116, line 23, than to find word 50,578! The opposite, of course, is true for the
computer; hence omne should probably indicate both physical as well as linguistic
segmentation. :

Decisions concerning physical segmentation for most texts include denotation
of physical volume, physical page within volumes, physical line within page, and,
finally, position within line. To facilitate proof-reading, I prefer to have
typists .encode the text one textual line per terminal/keypunch line; if a volume
line is too long, continuation can be indicated by some conventicn, such as a sym-
bol in a specific column or, preferably, some special symbol (I use an '@' charac~
ter) anywhere to the right of the last woxrd on the line. Since line segmentation
is usually arbitrarily decided by the printer, I imstruct typists to complete words
that are hyphenated at the end of the line. Thus, the radi- and the ance, three
quarters of the way down page 133, would be joined without the hyphen to read
radiance.,

Physical spacing within lines involves a set of 'trade-off’® decisions; to
mark absolute position can cause considerable trouble. Consequently, the resear—
cher may wish to adopt specific conventions to mark frequent spacings and use ab-

solute spacing for others. For example, rather than trying to count spaces for
centred lines, such as the headlines or the centred lines of poetry on page 132, a
symbol placed in a fixed column or a reserved symbol can indicate that only the
words on that line are centred. (The convention I use is a ¢ in a specified col-
umn, but this is, of course, arbitrary.) For more complex spacing problems ~ the
poetry of E. E. Cummings, for example - the researcher may wish to indicate the ab-
solute position of the line by encoding in a fixed field the column or position
where the line begins or by flagging this numeric value with some reserved symbol
(%23, for example) before or after the line. ‘

‘ Since paragraphs are both physical and linguistic, I mark them in two ways.

To facilitate proof-reading, typists indent paragraphs on the left three spaces.
Because. of the difficulty both during encoding and proof-reading of accurately de~
termining an exact number of blanks, however, I prefer to attach no significance to
particular numbers of blanks: whatever one blank means to the scan program, three
blanks or twenty-three blanks mean the same thing. To indicate a new paragraph to
the computer, the typist doubles the final terminal mark of punctuation.  Thus,
the full stop after job on line 3, page 133, would be encoded as ..; the scan
program, after noting the end of paragraph and taking appropriate action, converts
the double punctuation back to a single character.




Pages can conveniently be indicated by placing a number in some fixed field or
A

by using a reserved character in relation to the numerals. While the page for each
line can be indicated, the computer can, of course, generate such numbers if only
the first iine of a pew page is indicated, To facilitate proof-reading, I prefer

to set off the page number, indicated only for the first line on that page, in the
right margin of the line or card, using a fixed field, Physical volume and chap~-
ter, which are also linguistic segments, will be considered below,

Linguistic segments, for prose, include volume, chapter, paragraph, sentence,
and word; analogous units exist for other genres. I shall consider linguistic seg-
mentation within the context of prose texts with the understanding that similar de-
cisions cen be made for other genres. A word might be defined as any string of
non~blank characters bounded by a blank or syntacric marks of punctuation; however,

to apply this definition is not quite as obvious as it wmight appear. For ewamp*
in the first sentence on page 133, how can we d10t1ngu1bn the full stop after J.
from the full stop that ends the sentenne? (The first is part of the word 1Lself

while the second, not part of paperweight, should probably be considered as a sep—

arate unit or word.) The obvious choices ~ a list of abbreviations or a frequently
emploved convention ~ are both umattractive, My own preference is for the latter

gince it is unawbiguous and is not data dependent. The specific comvention I use is
to separate 211 character strings that are to be considered words - including syn~
tactic punctuation = by blanks. Thus, the first sentence on page 133 would be en-

coded as follows:

~« The moot point is did he forget it ? J. J. 0'Molloy said
quietly , turaing a horseshoe paperweight .o

oo e

Semantic punctuation would be encoded as it is: J. J. O'Molloy, etc.
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A sentence, using the convention described above, is marked by the occurrence
of one of several terminal punctuation marks that is bounded by blanks. Similar1y,
a paragraph is marked by double-terminals separated by blanks, as described in the
section on physical segmentation. Since chapter and volume are rather infrequent
encoding tasks, some arbitrary symbol, not expected in the text, can be used to
mark them. The conventions I use are $$$ for chapter and $$$$ for volume. These
symbols may appear anywhere on a line but are usually placed at the left margin on
a line by themselves. So indicated, these divisions become readily apparent for
proof-reading.

Type Font. A second set of decisions that must be made concerns encoding of
information indicating type fonts. Again, the researcher should balance his im-
mediate personal needs with some reasonable set of conventions that will extend the
usefulness of the text. Certainly, upper and lower case should be indicated, but
the bold face 'headlines® on pages 132 and 133 mlght simply be encoded as 'caps’.
This convention might not seriously affect someone's reading of the text, but it
could limit or make more difficult certain kinds of analyses. In this case, cri-~
tics have suggested that the headlines reflect a pejorative development in journal-
ism over a period of time; to examine or extend this observation to other stylis—
tic attributes, the critic may wish to locate, computationally, the vocabulary and
context of all such headlines. This capability can be built into the encoding
conventions by including some marking of bold face type.

The most common form of indicator of a shift in type font has been the escape



character. Under this system, a shift in font is indicated by the appearance of a
reserved character (the hash symbol "#' has often been used to signify upper case);
the scan program would then mark the following chdracters as of different font, mark
all succeeding characters until the next shift character is encountered, or follow
some other prescribed procedure. When correctly employed, this system is fine;

but proof~reading is difficult and a single error can cause such catastrophic re-
sults that the entire scan cperation will have to be repeated.

A similar convention uses an escape character attached to each word or charac-
ter string that is from a different font. The only decision to be made under this
system is whether to place the shift character before or after the word or charac-
ter string of different font. If placed before the word, all designated words, if
the text is ever sorted, will sort out into a clump somewhere in the vocabulary se-
quence, usually at the top. Placing the character immediately after the word or
character string has the advantage that tokens of different font will be grouped
with the standard font tokens of the same word type. For this reason, I follow
the practice of using shift characters on an individual word basis and append it to
the right of- Lhc character string.

Looking at pages‘132 and 133, there are some five type fonts that require en-
coding decisions, ' First and foremost, one should adopt a convention to indicate
. upper and lower case’'in the standard font. To indicate upper case by a g¢hift char—
acter is a horrendous job; consequently, in my judgement, the keypunch is simply not
a viable encoding device for large texts. There are terminals with standard type-
writer shifts for upper and lower case priced competitively with keypunches. Some- of
these can even be used off-line. With this hardware, upper and lower case fonts
would be encoded as with a standard typewriter,

Other fonts that are apparent are the bold face headlines and the liberally

wehal . oy -

1.
used italics. Both of rtheers can-be encoded t oy Lu..Lu.B shift characters: 28y, -8

dollar sign '$' for bold face and a hash sign '#' for italics. Note, furthex, that
upper and lower case italics can be encoded with standard upper and lower case stro-
kes when a shift character convention is used. The fifth type font present is the
upper case digraph, seven lines from the bottom of page 133, Here, one is faced
with the decision of adopting a new escape character or resorting to some other con-
vention, I, personally, would consider this one of those areas of marginal impor-
tance that approaches the lower bound of 'reasonableness' and would probably have it
encoded as simply AE. For early English texts and for texts in some foreign lan-
guages, another decision would be mandatory.

Encoding texts that are represented primarily in some other standard font
(Greek, Cyrillic, etc.) requires special consideration. The more common and least
attractive solution is to set up a correspondence between the set of characters in
the text and the standard keyboard characters; the typist must then mentally trans-
late each character encountered. The opportunities for error, both during encoding:
as well as proof-reading, are obvious. If one can gain access to one of the sev=-
eral terminals that use the IBM Selectric mechanism, there is a more attractive sol-
ution. One simply obtains a relatively inexpensive type ball with. the appropriate
characters and a set of characters to stick onto the keys. The text may then be
typed as it is. Tt is a simple matter to adjust the internal binary representation
of the character for the 'proper' collating sequence during the scan phase.

Other Common Problems. Accents are a common problem, particularly with texts
in Romance languages. Since there are character strings that mean two different
th;ngs with and without accents in many languages, one should encode this infor-
mation, If numerous accents are present one may wish to take the approach outlined




aboves gain access to a Selectyic mechanism terminal, obtain a type element with
thie necessary accents, and type the accentad character as it is followed by the
accent, Most systems, however, use a shift character immediately after the accen-
ted character, Some try to pick a character that looks something like the inten-
ded accent. I prefer to use characters that are distinctly different so that they
stand out during proof-reading. The specific convention I use for common accents
is the following: '

1 -~ 2 - " 3~ " b - 5 =

3

Thus €t€ would be encoded as eltel.

Cther areas where decisions must be made involve additions and deletions to
the text, For the latter, I urge that one encode as complete a text as possible.
Delete only what is absolutely unreasonable to.include or what is 'accidental' to
the text. For example, hyphens at the ends of lines are ‘accidents' determined by
the printer, not the author; one could delete the hyphen and complete the woxrd
. without seriously altering one's reading of the text. Additions, such as part of
speech or semantic category, are less serious in implication if reasonable care is
eyercised, So long as additions are marked in a systematic way (so that they
could be eliminated algorithmically) they do not alter the integrity of the text;
additions that cannot be distinguished from text are a different matter. A second
consideration is efficisncy. If the text isc going to be processed (with a system
such as RATS) and sorted at some time, it may be far ecasier to make additions dur-
ing some later stage rather than when encoding. If, for example, one wishes to
mark functors, one may do so by encoding only several hundred words and letting the
computer mark all occurrences of these words., For a text of 100,000 words this is
likely to be 200 words v. 50,000 words. Similar savings can be obtained in deter=~
mining words that have the same root and differ by affix, in dealing with contrac-
tions, in delineating among homonyms, and numerous other problem areas. One
should, thus,. look clocgely at the .entire computing process and adopt enceding addi-
tions on a token basis only as something of a last resort.

Summary

Above I have tried to look at some of the decisions that must be made in en-
coding a text and to examine some of the implications that these choices contain,
The discussion is not complete, partially because it cannot be complete: there will
always be unique features of a text or unique features of the research design that
require unique, ad hoc solutions. But by going through the process of making a
number of basic encoding decisions, the reader may be better able to confront these
problems when they arise. As a further step in that direction I shall summarize
below the major principles that underlie these decisions and the major areas where
decisions must be made. :

1. Integrity of the Text

The encoded text is the axiomatic basis on which all further analysis
rests. It should obviously be the most authoritative text available. It
should be encoded so that at some later time it can be recreated computation-
ally in a form such that the reader's experience of it would not be materially
different from his experience of reading the origiral.

2, Realization of the Impossibility of the Task

It is literally impossible to encode all of the information present in
the physical text. Encoding is a series of compromises and 'trade-offs';
however, the encoder, guided by the principle of recreation stated above,



needm,

3. Systematic Perspective

The encoding conventions should be viewed as a system: simple, well-
defined, and as unambiguous as possible., They should also be viewed as part
of a larger computational system that will most probably modify and re~arrange
the text., Care should be taken to add information where it is easiest to do
S0, Finally, one cannot get out of the far end of the system what one does
not put into the system,

4, Major Areas of Decision

(a) Segmentation: linguistic and physical..
(b) Punctuation: syntactic and semantic.

(c) TFonts: base fonts (upﬁer and lower), other fonts (italic, bold face,
- ete.), other symbol systems (Greek, Cyrillic, ete.).

'ﬁd) Accents,

(e) Deletions (as few as practical) and additions (included where easiest;
marked sc that they could be removed algorithmically).

I have not tried to promulgate any specific set of conventions; however,
throughout the article I have indicated the set of choices that T have adopted in
my own work. Should the reader decide that they meet his needs, they are summacr-
ized in Figure 2 in the form of the actual directions I give a typist for encoding.

Notes

1, F. de Tollenaere, 'Encoding Techniques in Dutch Historical Lexicography’,
Computers and the Humanities, 6 (1972), 147-52.

2. Sally Y. Sedelow, Automated Analysis of Language Style and Structure: 1969-70
(Chapel Hill, 1970).

3. George A. Borden and James J. Watts, 'A Computerized Language Analysis System',
Computers and the Humanities, 5 (1971), 129-42,

4, John B. Smith, "RATS: A Middle Level Text Utility System', Computers and the
Humanities, 6 (1972), 277-83.

5. This sentence is actually more complicated than it may appear. The quotation,
which Joyce indicated by the initial dash, is a complete sentence embedded
within the sentence. If the space is omitted before the question mark, the
character string it? would be recognized as a word; if the space is left in,
the sentence will be recognized as two sentences by the scan program. Either
a complex comvention must be established for this rather rare event or the
scanned data set 'patched up' later. I would suggest the latter, where con-
text indication can be aitered rather easily on an ad hoc basis.

Editor's Note

The '#' symbol is referred to as 'hash' in Great Britain but 'pound' in America.
It is therefore referred to as 'hash' in the main body of the article, but appears
as 'pound' in Figure 2 since this is a copy of the actual instructionms given to
the typist in America. (The 'pound' sign in Great Britain is '£'.)



B 01 SurmQ aspou oy ' mmm 3doM uBUAUST [00UYoOg—
: 1107 sdeaye Loty 1ng ‘Ayhou8

Ples SyIng uspprw,O I QuItq 03 Y310 juom Aoyf—

"MODPUIM 343 SPIEMOY WSyl Woyy LLAE 3DOIIS DI
*25N¥D 3507 T O1 ?&oq *32091£) JO S3UNIICT NI IARIISI
oz 2dwsne 15T B aprw ‘Speie ue q papstw ‘snyaidg repun
Juam Loy -sek ‘sox .HESo&nooamJum £33 UBILDYIY 2111 Yilm
Iopun JudM 3T ‘wnuadun ue wm.m qinds sy 30 sudws 2y jo
pue avEirjuiy 1@ passpuno] jeyy odoiny Jo LIjrAngd orjoyied
a1 3o s12algns adar) oxe o itmm INO JO 5pIO] 2 124U 1A
IYVWEITO[ O3 PUE IAYTUBISOP JU L, [HOSI2 ,qﬁmwwﬁfz w9yl
JO aBensue] 2y 49219 ssaj0xd 01 yIno § “IwIfIIUl oI JO dUE
-IpTI 3y Y, joiuly 110U MOUY UOXEG BY) PUE 1IWOG [} S[PA0A
oy, [piom Lupuiyg jsomdy -ureSe pres oy. j¥oaro uﬂrﬂ!..
-sdip Suey sty

S jospus y

pauduisudl ‘safo pawrmiryIep sty pausiydiig Iy

2 h FRATERE RYFRIYN T NY
INOSIHTH FI¥AiX

2210 a1
NG TGN Pudios T ul BJos v ooKangsijes paoeT saeaf pro ¢fin
senriards oyl 51 adsypy (pIoT JSRUINIOCT "UOTIRUIUOP [RIDIRIY
“Asuowr s uc rm G uE ST »55:05 3TOUM JO JWDT I3
a0pi ® JO ON8 oy yeads 1 -28en8uvy unvy 1ueIvq 93 Yoray
(rer) 1 "wyy oaxss ﬂ:&, wﬂmmuuu:w 9Y1 07 [BAO] 1243U 2I3M IpA "UOT
-CULBBILL B3 JO PUR IDD[IIUT 3Y) JO U1uap 213 S1.51 J0] §£3000G

"pres Jossajord 2y3 ‘sosnes 3607 03 1vAo] SAEAE 2.9M Sp\—

Figure 1

st
1

i
L0

TENOIINEW SSAND
SISO

QTIIBSUNET "UtS0g PIOTMEBIT Sa(4TA] LM 3T A0 NO

B st sodunid Surseg ylosanded soyssiicy
P N o oy
Eiéfxpﬁrbgﬁvxa

[861]

jreys 108107 nod 1 ueg aum Kronz

3k O 25928 piipy Aep suo w13y d(gnon 3q o1 Sulon “meou
2y ,:L:Eu: uergsny ue Sury 23 AU 01 1210 J1AY SIY JUIG
PUNI2I] UP [2LUOII, UOA jei8 qRuuog,O [AUY UCIHITUINTIY

1208107 nok Juog -tuudry jo syrcdwini OY3 UO I S1Y PIAES

urwYsy uy Smaqsqery csastoy soxdwy 1drosad4s sy timop
Sutuunz 24 sy ‘pres projaer) ssp{yy ‘Quo ssuag e Ay—
‘poyse uaydolg cromopim B oy ST—

- ‘ugaig Jo

oourxd OYINOY,G "SYRID 23 SIESL U3 SnT[OuD]Y JO aTIM Aeme
-UNI Y3 ‘US[PH 107 PIIOAL Y1 01U LIS 1yAN0IQ ULOM Y

"JOYQ "IS1IBD PUT ITIS B3I UL 3I1T §,911BA DY) U ANOS II[F MIIUD

2ys 1YSIu 9y, jONVISIWL OU pUE ISEISIP YINOWI PUE J00] 23
PeY 9ys ‘snsaf Ag "epriy 1042 PO 1L PO ISIIPOO[Q Y.L, 1003
91IM SIY MaUY PuU® ‘pres projmeid) soldpy wry mouy | ‘O—
Tt ot 0] aur paysw Asud(y 119.LES Iy 'SuUnu 10U
ST 137191 ayx, "Surysnjq ‘parsmsue uvsydaig s ‘ep poog—

CENVERVISHE NACGNMTIINA NI ECNIHS

‘pItg SUIpUSLIIqYI0Ing
¢ °C pamwImM MO 2TV (IINOW pPUT 100, "SLPINOYS Y1 ISAC
1ad o1 Surmod ‘pivs tossaioxd auz ‘woudmg ‘dep poon—

Fnﬂ!ﬁﬂﬂﬂ/ﬁ

inow L1 07 YInop
‘anndwon sppd ‘sawos apy
YINOS PUU WLLOIS WOL]

S, Sunwwyf pos 3fims up

uaNEl JI0YS
3y SEpp 31 2101 OYA4 PIBS I0MPD 23 ‘s1dpad PO 1Ry L—
‘pres uaydarg ‘Aseo@ 11purES I —
"o U0l 3ig
PASE T0UPI Y3 OYM—
injeusis pue
utod ‘e1oays poddy ous 19Ac papurq uaigdarg
“Ajds1 91e800%3 h%:co
93y 49UI] ABMTIEI B SS[QIEOsdl .Eiddo ITIAL Mw DL
:[[E O pIes usyousy

é é é

{o¢1)



T4 n-'ﬂ'- Z

PORGt S A

Standard Encoding Conventions:

]D

10,

1.

Type one text line per R.J.E. line

" complete hyphenated words at end of line

Blank delimit:
separate 5VﬂtSCLLL puncfuac1on by blanks
do not separate semanLlc punctuaLlon by blanks
ex: T
.v. end of sentence -, (syntactic)
Mr. Jones " (semantic)

Mark end of parvagraph by doubling the final, términal punctuation.
ex: .
«oo @nd of paragraph ..
for quotations, double the terminal punctuation within the quotation
marks but not the quotation mark itself,
ex:

eeo ond of paragraph and quotation .. "

Mark occ1nn1ng of new chapter by

$$$ on separate line. Any chapter heaulng comes on-line with $$$
preceded by a blank,

Mark end of volume by
$$%% on separate line.

Piace page number for first line of new page in columms 7577, Right
justify or precede by zero's. Leave the columns blamk for other
lines on the same page.

Italics typed in upper and lower case, as is, but with pound sign
(#) attached to end of word.
ex:
. Italics#

Lines centered on page, such as poetry, etc., type with visual offset
(indent a few more spaces than for a paragraph) and put a ¢ in col. 74,

Accents character, if any, should be followed by a numerical digit
indicating the accent,
- as in été: eltel

R W N e
{
§
3

For any problems not covered, jot down the page number and ask about
them.,

Other Special Conventions:



