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NOTE
The Braille Authority of the United Kingdom, which has issued this book, is the

standard-setting body for braille in this country.

In the event of any divergence between the print edition and the braille edition

of this work, the latter should be regarded as the definitive text.

The object of this book is to provide for transcribers, copyists and proofreaders

of braille a standard interpretation of the usages of inkprint, and for readers,

teachers and students of braille a guide to agreed practice. However, no

attempt has been made to legislate comprehensively for the writing of braille

which is not derived from a print original, or which is for private use only. In

such cases writers will not infrequently find themselves faced with a choice of

acceptable conventions to follow; but within a single document they should try

to be consistent in the way they exercise such choices. This book should be

regarded as a work of reference, and not as a teaching manual.

This edition covers rules both for transcription showing capitals and for

transcription without showing capitals. Sections marked with an asterisk contain

rules relating to the latter case only.

In this print edition, braille contractions and sequencing in examples have been

indicated by the use of underlining.
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1. TERMINOLOGY
Dots are numbered within the braille cell as follows:

Top left, 1; Middle left, 2; Bottom left, 3;

Top right, 4; Middle right, 5; Bottom right, 6.

[In the glossary below, terms defined in their own entries are italicized.]

Abbreviation: shortened representation of word or words in print.

Cell: 6-dot matrix which is the basis of braille.

Character: any of the 63 combinations of dots that can occupy a braille cell.

Composite: consisting of more than 1 character.

Composition sign: braille sign which has no direct print equivalent.

Contraction: braille sign which represents a word or a group of letters.

Grade 1 braille: grade of braille which includes all the signs given in section 2

and the rules relating to them. Braille contractions are not used.

Grade 2 braille: grade of braille which includes all the signs given in sections 2

and 3 and the rules relating to them. Braille contractions are used.

Groupsign: contraction which represents a group of letters.

Initial: at the beginning of a word.

Lefthand: lacking dots 4, 5 and 6.

Lower: lacking dots 1 and 4.

Medial: neither at the beginning nor at the end of a word.

Punctuation sign: braille sign which represents a print punctuation mark.

Righthand: lacking dots 1, 2 and 3.

Sequence: 2 or more words written without an intervening space.

Shortform: composite contraction representing a word and not consisting of a

righthand character followed by one upper character.

Sign: 1 or more characters with indivisible significance.

Simple: consisting of 1 character.

Space: cell containing no embossed dots.

String: series of unspaced characters.

Symbol: print sign which is not a letter, number, accent or punctuation mark.

Terminal: at the end of a word.

Upper: including dot 1 and/or dot 4.

Wordsign: contraction which represents a complete word.
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2. CHARACTERS AND SIGNS
Where a string of letters is required to demonstrate the application of a sign,

xxx is used.

2.1. LETTERS OF THE ALPHABET

a a f f k k p p u u

b b g g l l q q v v

c c h h m m r r w w

d d i i n n s s x x

e e j j o o t t y y

z z

2.2. NUMBERS

#a 1 #d 4 #g 7

#b 2 #e 5 #h 8

#c 3 #f 6 #i 9 #j 0

2.3. PUNCTUATION SIGNS

1 , comma

2 ; semicolon

3 : colon

4 . full stop or abbreviation point

6 ! exclamation mark

7 xxx 7 (xxx) open and close round brackets

8 ? question mark
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8 xxx 0 "xxx" open and close double inverted commas

' ' apostrophe

''' ... ellipsis

- - hyphen

-- – short dash

---- — long dash

@7 xxx @7 /xxx/ open and close phonemic brackets

^7 xxx ^7 [xxx] open and close phonetic brackets

_7 xxx _7 <xxx> open and close angle brackets

_/ / oblique stroke

.7 xxx .7 {xxx} open and close brace brackets

,7 xxx 7' [xxx] open and close square brackets

,8 xxx 0' 'xxx' open and close single inverted commas

2.4. COMPOSITION SIGNS

= dot locator

1 non-Roman letter sign

> line sign

# numeral sign

@ accent sign

@ print symbol indicator

" facsimile hyphen

"3 print page indicator

. italic sign

.. double italic sign

.1 part word italic sign
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.' italic terminator

; letter sign

;' non-Roman passage terminator

;; double letter sign

,+ xxx ,+ open and close computer code indicators

, capital sign

,, double capital sign

,,, triple capital sign

,' capital terminator

2.5. MATHEMATICAL SIGNS

* subscript

1 . decimal point

3 : is to (ratio)

+ superscript

' , numerical comma

" recurring decimal sign

;4 ÷ divided by

;6 + plus

;7 = equals

;8 × multiplied by

;- ! minus

, separation sign
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2.6. PRINT SYMBOLS AND BRAILLE REFERENCE SIGNS

Print Symbols

d4 ^ denoting death

f4 & female sign

l or @l £ pound sign

m4 % male sign

o[ ‡ double dagger

p> ¶ paragraph sign

s' § section sign

[o † dagger

[3 ² left arrow

[3o ø double-headed arrow

3o ÷ right arrow

3p % per cent

3? ‰ per thousand

4 or @4 $ dollar sign

99 * asterisk

0 ° degrees sign

- / end of metrical foot

-- // caesura

@c ¢ cent

@e € euro

@y ¥ yen

@& & ampersand

@! @ commercial "at"

@9 ! minute or foot sign (a single prime)
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@99 " second or inch sign (a double prime)

@# # hash

^ 7 short or unstressed syllable

^c © copyright

^r ® registered trademark

^t ™ trademark

_ ) long or stressed syllable

_4 ! bullet

"1 " ditto

; doubtful stress or quantity

;8 × cross

Braille Reference Signs

p# page or pages

v# volume or volumes; verse or verses

*# chapter or chapters

2.7. SOME SIGNS FROM THE BRAILLE COMPUTER

CODE

The following signs are used within the ,+ computer code indicators. A

complete list is given in Braille Computer Notation.

(a) Numerals

* 1 ? 4 ] 7

< 2 : 5 \ 8

% 3 $ 6 [ 9 = 0
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(b) Punctuation

1 , comma

2 ; semicolon

3 : colon

4 . full stop

5 ? question mark

# ! exclamation mark

' ' single quote, apostrophe

- - hyphen

@ " double quote

(c) Other Symbols

& & ampersand

( [ left square bracket

! @ commercial at

) ] right square bracket

6 + plus

7 = equals

8 < less than, left angle bracket

9 * asterisk

0 > greater than, right angle bracket

/ / oblique stroke

> ) right round bracket

+ _ underline character

- - minus

^ ( left round bracket
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_ $ dollar

" text continuation sign

"d ÷ right arrow

"f ² left arrow

"l | vertical bar

"p ¶ paragraph

"s § section

"( { left brace bracket

") } right brace bracket

"4 ° degree

"6- ± plus or minus

"8 × cross, multiplication sign

"/ \ back oblique stroke

"- ~ tilde

"_ £ pound

"; # hash

. % percent

; lower case indicator

, upper case indicator
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3. LIST OF CONTRACTIONS
3.1. SIMPLE UPPER WORDSIGNS

b but p people * child

c can q quite % shall

d do r rather ? this

e every s so : which

f from t that \ out

g go u us / still

h have v very

j just w will

k knowledge x  it

l like y you

m more z as

n not

3.2. SIMPLE UPPER GROUPSIGNS

The signs for and , for , of , the , with  may be used also as wordsigns.

& and * ch $ ed / st

= for < gh ] er > ar

( of % sh \ ou # ble

! the ? th  [ ow + ing

) with : wh
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3.3. LOWER CONTRACTIONS

Initial Groupsigns

2 be  (also used as word)

3 con

4 dis

- com

Initial-Medial-Terminal Groupsigns

5 en

9 in  (also used as wordsign)

Medial Groupsigns

1 ea

2 bb

3 cc

4 dd

6 ff

7 gg

Wordsigns

5 enough

6 to  (sequenced)

7 were

8 his
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96 into  (sequenced)

0 by  (sequenced)

0 was

3.4. COMPOSITE WORDSIGNS

These wordsigns may be used as parts of words, subject to the rules which

apply to them.

^u upon _c cannot

^w word _h had

^! these _m many

^? those _s spirit

^: whose _w world

_! their

"d day "r right

"e ever "s some

"f father "t time

"h here "u under

"k know "w work

"l lord "y young

"m mother "! there

"n name "* character

"o one "? through

"p part ": where

"q question "\ ought
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3.5. COMPOSITE GROUPSIGNS

These groupsigns may be used only medially and terminally.

.d ound ;e ence ,n ation

.e ance ;g ong ,y ally  

.n sion ;l ful

.s less ;n tion

.t ount ;s ness

;t ment

;y ity

3.6. SHORTFORMS

ab about

abv above

ac according

acr across

af after

afn afternoon

afw afterward

ag again

ag st against

alm almost

alr already

al also

al th although

alt altogether

alw always

be c because

be f before

beh behind

be l below

be n beneath

bes beside

be t between

bey beyond

bl blind

brl braille

chn children

con cv conceive

concvg conceiving

cd could

dcv deceive

dcvg deceiving

dcl declare

dclg declaring

ei either

f st first

fr friend

gd good

grt great

h er f herself

hm him

hmf himself

imm immediate
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xs its

xf itself

lr letter

ll little

m ch much

m st must

myf myself

nec necessary

nei neither

o'c o'clock

one f oneself

ou rvs ourselves

pd paid

p ercv perceive

p ercvg perceiving

p erh perhaps

qk quick

rcv receive

rcvg receiving

rjc rejoice

rjcg rejoicing

sd said

sh d should

sch such

the mvs themselves

th yf thyself

td today (or) to-day

tgr together

tm tomorrow (or) to-morrow

tn tonight (or) to-night

wd would

yr your

yrf yourself

yrvs yourselves
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4. USE OF PUNCTUATION SIGNS
4.1. APOSTROPHE

4.1.1.  When the apostrophe is used for the suppression of the initial or final

letters of a word, print's spacing should normally be followed.  But if the spacing

is inconsistent or indeterminate, a space should be left in braille.

Examples: 

and  loves to live i' th ' sun

& loves 6live i' ?' sun

rock 'n' roll rock 'n' roll

rock'n'roll rock'n'roll

4.1.2.  The apostrophe should be inserted in braille to separate lower case

letters or abbreviations from a plural s which would not otherwise be distinct.

Example: ps and qs ;p's & ;q's

It is not necessary to insert such an apostrophe after letters or abbreviations in

capitals, nor after numbers.

Examples: 

Ps and Qs ,ps & ,qs

GPs ,g,ps

1930s #AICJS

49 ers #di]s

* 4.1.3.  In non-capitalized transcription, the need for an apostrophe is

extended also to letters and abbreviations printed in capitals.

Examples: 

GPs ;gp's
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M.P.s. m4p4's4

but:

MPs' pay ;mps' pay

The penultimate example requires the apostrophe since it is followed by a full

stop. When not followed by a full stop, this case would not require an

apostrophe if not present in print.

Example:  M.P.s m4p4s

4.1.4.  Division should not be made at the braille line immediately after the

apostrophe when the letter or letters preceding it do not form a syllable.

Examples: ch argé d'a ff aires; l'Île Joyeuse; table  d'hôte.

4.1.5.  Omitted letters in a word, indicated in print by dots or asterisks, should

be shown in braille by an equivalent number of dot 3's unspaced from one

another and from the letters between which they lie, whether spaced or

unspaced in print.

Examples: 

d..n (damn) d''n

L....n (London) ,l''''n

G****ow  (Glasgow) ,g''''[

Y... (York) ,y'''

R.b.ns.n (Robinson) ,r'b'ns'n

Con..... inople (Constantinople) ,con'''''9ople

Such words may generally be divided at the braille line according to the usual

rules of word division, provided the second line does not begin with a dot 3.
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When the number of dots or asterisks in print seems to be different from the

number of omitted letters, braille should not attempt to correct this.

Example: 

b...d (bastard) b'''d

When print uses hyphens for omitted letters braille should follow suit (see

4.5.4).

(See also 7.2.7.)

 4.2. BRACKETS

4.2.1. If more than one paragraph occurs in a bracketed passage, the opening

bracket (either round or square) should be repeated before each paragraph, the

closing bracket appearing only at the end of the final paragraph.

If a bracketed paragraph contains listed items which are indented in the braille

in cell 5 or 7, etc., it is not necessary to reopen the brackets before each such

item. (See also 9.1.7.)

4.2.2. Round and square brackets do not necessarily alternate as outer and

inner quotation marks normally do. Print should be followed in this matter.

4.2.3. When a portion of a word is enclosed in brackets of whatever kind,

these should be retained in braille and the letter sign should not be used.

Contractions within or adjacent to the brackets should be used with care.

Examples: 

egg(h ead) egg7h1d7 

G[eorge] ,g,7eorge7' 

noun(s) n\n7s7

s(ou nd)ed s7\nd7$

Sta(ff)ord ,/a7ff7ord
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4.2.4. When a bracketed number occurs within a word (e.g. indicating a line or

page number in a source text), a hyphen should be inserted after the first part

of the word, followed by the bracketed number spaced on either side, followed

by the second part of the word.

Example: 

deva(25)st ation deva- 7#be7 /,n

4.2.5. When a question mark or exclamation mark or other punctuation stands

by itself in print, it should be enclosed in round brackets in braille.

4.2.6. Brace brackets which appear in an ordinary line of text follow the same

rules as do round or square brackets. Where print uses large brace brackets to

enclose a stack of items, it may be convenient to show this by simply listing

those items across the page, enclosing the list within ordinary brace brackets,

and separating the items from one another with appropriate punctuation.

4.2.7. When print uses only a closing bracket (half bracket) for lettered or

numbered paragraphs, etc., braille should generally follow print.

4.3. DASHES

4.3.1. Print should generally be followed with regard to the length of the dash.

However, it should be noted that for reasons of typographical style print often

uses a short dash between numbers to indicate a hyphen (as in page ranges,

dates, etc.). In such cases a hyphen should be used in braille.

4.3.2. Whatever the spacing of a conjunctive short dash in print, it should be

brailled unspaced from the words which precede and follow it, unless, as is

permissible, the dash appears at the beginning or the end of a braille line.

4.3.3. When a short or long dash is used to indicate an interrupted sentence it

should be brailled unspaced from the word or part-word which precedes it,

unless, as is permissible, the dash appears at the beginning of a braille line.
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4.3.4. A braille line may end with a short or long dash even when preceded by

an opening bracket or quotation sign. The dash may begin a line of braille even

when followed by punctuation or by the line sign.

4.3.5. In general, the dash may be split from punctuation at the end of a braille

line in the same way as a word.

Examples: 

"Here we go" (new line) —he said.

he said— (new line) "Here we go"

However, the combination colon dash should normally be treated as a single

entity and not be divided; although where the dash represents a blank (as on a

form), it would be spaced as a word and can be split from the colon. In the case

of a side heading, a stop dash combination should not be split at the end of a

line.

4.3.6. When a short or long dash indicates suppressed letters of a word, the

dash should be unspaced from the remaining letters, and the whole string

should be in the same braille line. In cases such as s— in which a single letter

could be read as a wordsign, a letter sign should be inserted. In cases such as

th— where a letter group could be read as a wordsign, the letters should be

brailled uncontracted, but the letter sign is not used.

Examples: 

s— ;s----

th— th----

Tell me wh—. ,tell me wh----4

4.3.7. When a short or long dash represents an omitted word, it must be

spaced as a word.

4.3.8. A dash (long or short) starting a new sentence should be spaced from the

preceding full stop. However, a dash joining two sentences should be unspaced.

4.3.9. In an italicized passage beginning or ending with a short or long dash, the

dash should not be included within the italics in braille.
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But a spaced dash occurring within an italicized passage should be counted as a

word, though it should never itself be preceded by the italic sign nor followed

by the italic terminator.

4.3.10. Where print uses the dash as a quotation mark, braille should follow

suit. In this case the dash should be spaced as an ordinary quotation sign and

may not be separated from following text by the end of the braille line. Braille

should not insert a dash, eg as a closing quotation mark, when print does not do

so.

4.4. ELLIPSIS

4.4.1. A series of dots in print is shown in braille by the ellipsis, which is

normally treated as a word for the purposes of spacing.

Examples: 

"Love is life's ... sign."

8,love is life's ''' sign40

"... is life's only sign."

8''' is life's only sign40

"Love is life's only ... ."

8,love is life's only '''40

4.4.2. If print shows, either by the use of an initial capital or by the spacing of

the dots, a clear or consistent intention to use an extra dot to represent a full

stop, this should be followed in braille. If print employs 4 equally spaced dots,

but it cannot be decided whether the stop should precede or follow the ellipsis,

braille should use the 3-dot ellipsis only.

4.4.3. When a series of dots is used to indicate an interrupted word, the braille

ellipsis should be used, following print's spacing.

Example: 

Say pl... ,say pl'''
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4.4.4. In an italicized passage beginning or ending with an ellipsis, the ellipsis

should not be included within the italics in braille.

But an ellipsis occurring within an italicized passage should be counted as a

word, though it should never itself be preceded by the italic sign, nor followed

by the italic terminator.

4.5. HYPHEN

4.5.1. In expressions which end or begin with a hyphen, a space should always

be left in braille after or before the hyphen, as appropriate.

Examples: sitt ing - and  d in ing -room; for ty-one  or -two.

4.5.2. The hyphen in a compound or divided word must not begin a braille line.

4.5.3. Where a word is hyphenated to separate off particular parts of the word,

or where a hyphen is used at the start of a suffix, etc., for example in a grammar

book, a contraction should be avoided if there is any danger of the word or

word segment being misread. Specific rules for particular contractions are given

in section 8 on the use of contractions, and in particular in section 8.14 on word

endings.

4.5.4. Where print uses hyphens for omitted letters in a word, this should be

followed in braille, using the same number of hyphens. The letter sign should

not be used before the remaining letters in such words.

Examples: 

t-n t-n

J-----y ,j-----y

4.6. OBLIQUE STROKE

4.6.1. When an oblique stroke is used to separate groups of letters and/or

numbers, the letter sign or numeral sign should always be repeated.
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Examples: 

ab/cd ;ab_/;cd

ab/1234 ;ab_/#abcd

123/456 #abc_/#def

578/CJ/34 #egh_/,,cj_/#cd

See also the examples in 5.6.2.

4.6.2. When an oblique stroke is used to denote "per", it should be retained in

braille whether there are words, abbreviations, letters or numbers on either

side.

Examples: 

100/sec #ajj_/sec

100/second #ajj_/second

4.6.3. The oblique stroke may begin or end a braille line, and may be spaced

according to print. When dividing a string at an oblique stroke in braille it is

preferable to divide after the stroke, and it is unnecessary to insert a hyphen.

If a string consists entirely of letters and/or numbers, as opposed to whole

words or abbreviations, it should only be divided if it is very long.

4.6.4. The oblique stroke may be freely used in conjunction with the

contraction for st .

Example: 

typist / st enograph er typi/_//5ograph]

4.6.5. Simple upper wordsigns may generally be used in conjunction with the

oblique stroke, subject to other rules on their use being satisfied. Lower

wordsigns may not be used in conjunction with the oblique stroke, apart from

to , into  and by  when following the stroke and joined to the next word.
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Examples: and /or; in/out ; do /don't; to/ from ; his/h er ; to sch ool/ to work .

4.7. QUOTATION MARKS

4.7.1. Braille should generally use the one-cell quotation signs for double

inverted commas and the two-cell quotation signs for single inverted commas.

4.7.2. If print uses single inverted commas to represent outer quotes and

double inverted commas to represent inner quotes throughout a text, the signs

may be reversed in braille for space and reading convenience. When this

occurs, a transcriber's note should be inserted at the beginning of the text if this

information is regarded as of particular importance to the transcription.

4.7.3. Where print uses the two sorts of inverted commas to make an essential

distinction, as for example between spoken dialogue and thoughts, braille

should follow suit.

However, if print uses italics to indicate thoughts, braille should adopt this

practice.

4.7.4. Where quotations occur within quotations, the two sorts of quotation

marks should normally alternate in braille, regardless of the print practice. This

even applies when quotes are inserted in the braille around an extract: in this

case the first level of quotes appearing within the extract will be inner quotes in

the braille, etc.

4.7.5. In quotations of more than one paragraph or stanza, the opening

quotation sign should be repeated before each paragraph or stanza, even if not

shown in print. It should also be repeated before a centred heading or stanza

number. However, the closing quotation sign should not be used until the end

of the quoted matter. A quoted heading is treated as a single item, even if

divided over more than one line – i.e. the opening quotation sign is not

repeated before each divided line.

4.7.6. If a quoted paragraph contains listed items which are indented in braille

in cell 5 or 7, etc., it is not necessary to reopen the quotes before each such

item.
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4.7.7. When print reopens quotation marks at the beginning of each line of a

document, poem, etc., this practice should not be followed in braille.

4.8 ORDER OF SIGNS

Where a string of punctuation and/or composition signs occurs, they should be

placed in the order illustrated below.

open bracket

open quotation mark

italic sign

double italic sign

letter sign

double letter sign

non-Roman letter sign

numeral sign

apostrophe

capital sign

double capital sign

triple capital sign

decimal point

accent sign

Any number of punctuation signs may be written in an unspaced string, even

when they are all lower signs not in contact with an upper sign.

Examples: 

(? 1389) 78 #achi7

"Help ...!" 8,help '''60
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5. USE OF COMPOSITION SIGNS

For the order of signs see section 4.8.

5.1. ACCENTS

5.1.1. The accent sign is placed before an accented letter, whether the accent

appears above or below the letter in print. It should be used to represent print

accents whenever the special braille signs for accented letters are not used.

Examples: 

café caf@e

garçon g>@con

An accented letter must not form part of a contraction.

Example: 

général g@en@eral

5.1.2. The accent sign is used to mark English stressed or separate syllables. It

may then be used before a contraction.

Examples: 

be lovèd 2lov@$

b less èd b.s@$

5.1.3. When a capital letter in print is not accented for typographical reasons, it

is desirable that the accent should be shown in braille.

5.1.4. The special signs for accented letters should not normally be regarded as

an integral part of Standard English Braille, but should be reserved for foreign

language textbooks, etc.

5.1.5. In texts where the special codes for accented letters are used (see

Appendix II), and where the letter sign method is appropriate, each word, or
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each element of a hyphenated compound word, containing an accented letter

must be preceded by a letter sign and written uncontracted. The placing of the

letter sign is not affected if the word happens to be divided at the braille line.

Examples: 

crème brûlée ;cr!me ;br:l=e

München ;,m\nchen

Lévi-St rauss ;,l=vi-,/rauss

Lévy-Bruhl ;,l=vy-,bruhl

Lévy-Fouquières ;,l=vy-;,fouqui!res

In grammar books or foreign language texts the use of the codes for accented

letters may be indicated by special layout etc., or by general convention, rather

than by using letter signs. Except for these cases, the letter sign method will

normally be required.

5.1.6. If, within the main foreign text, a second foreign language is employed,

the latter's accents may be rendered by using either the accent sign (dot 4) or

the special accent signs for that language.

5.1.7. When vowels are elided, as in l' and d', the letter sign if required follows

the l' or d'. (See also rule 4.1.4.)

Examples: 

l'été l';=t=

d'être d';<tre

5.2. CAPITALS

5.2.1. The indication of capitals in braille is optional in the United Kingdom. The

following rules state the basic principles for indicating capitals; other rules

relating to specific areas such as contractions are located within the relevant

sections.
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5.2.2. Indicators. There are three indicators to show capitals:

, applies to the following letter only

,, applies to the following word only

,,, indicates a passage in capitals

The following sign is used to terminate capitals:

,' terminates a capitalized passage or partially capitalized word.

Examples: 

Sir Mich ael Tippett ,sir ,mi*ael ,tippett

Plea se HELP me ,pl1se ,,help me

Plea se KEEP OF F THE  GRASS in  this  area. 

,pl1se ,,,keep (f ! grass,' 9 ?

>ea4

5.2.3. Definition – Word. A "word" for the purposes of the capital word

indicator is an unbroken string consisting of only: letters, contractions,

apostrophes, full stops, literary brackets, accents, signs indicating stress (see

7.4). This indicator does not have force over any other sign.

Examples: 

H EN RY'S ,,h5ry's

B.B.C. ,,b4b4c4

YORK(SH IRE) ,,york7%ire7

TÉLÉPH ONE ,,t@el@eph"o

CâRFEW ,,c_urfew

LEFT-H AND ,,left-,,h&
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Note however 8.2.9 as regards sequenced words.

5.2.4. Definition – Passage. A "passage" for the purposes of the capital

passage indicator consists of any string of braille signs (including spaces), until

ended by the termination sign, dot 6, dot 3. The capital passage indicator only

affects letters within the passage: any number or punctuation mark etc. within

the passage is read as normal. 

Example: 

EN TR ANCE  6 (TO THE  H OU SE) – THIS  WAY.

,,,5tr.e #f 76! h\se7--? way4,'

5.2.5. Multiple Paragraphs. Where there is a series of capitalized paragraphs

or headings, the capital passage indicator should be placed before the first word

or letter at the beginning of each such paragraph or heading, but the capital

termination sign is only placed after the last paragraph or heading. Note that a

capitalized heading is treated as a single item, even if divided over more than

one line – i.e. the capital passage indicator is not repeated before each divided

line. Adjacent capitalized headings of different rank should be terminated

separately.

5.2.6. Placement of Indicators. A capital indicator should be placed

immediately before the first letter or contraction to which it applies, apart from

the possible presence of an accent sign, or one of the signs indicating stress.

Examples: 

LONDON .,,london

"Hello!" 8,hello60

Along  the  river  (Th ames)

,al;g ! riv] 7,?ames7

'Twas ',twas

'TWAS ',,twas

Ép inal ,@ep9al
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5.2.7. The Capital Indicator Preceding Contractions. When the single dot

6 capital indicator is used before a contraction, it indicates that the first letter

only of the contraction is capitalized.

Examples: 

Ed inburgh  ,$9bur<

Knowledge ,k

A wordsign in full capitals must be preceded by the capital word or passage

indicator.

Example: 

KNOWLEDGE ,,k

5.2.8. Placement of the Capital Terminator after a Capitalized Passage.

When using the capital passage indicator, the termination sign is placed before

the first space, hyphen, dash or oblique stroke after the last capitalized

character in the passage. (Note the second paragraph in 5.2.10 below.) The end

of a paragraph etc. is regarded as a space for the purposes of this rule.

Examples: 

TRY AND  GET ME! – was his  attitude. 

,,,try & get me6,'--was 8

attitude4

He sh ou ted  "I WILL  GO  OUT ".

,he %\t$ 8,,,i w g \04,'

BEETHOV EN 'S SYMPHONY NO.6.

,,,beethov5's symphony no4#f4,'

A number or other symbol can be regarded as being capital as regards the

placement of the terminator, but will not determine whether or not passage

mode is used (see 5.2.10).
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Example: 

BEETHOV EN 'S SYMPHONY NO. 6.

,,,beethov5's symphony no4

#f4,'

If the capital terminator and italic terminator occur at the same point in braille,

they should be placed in the reverse order to that in which their respective

indicators were introduced (see 5.5.2).

5.2.9. Divided Words. When a single capitalized word is divided in braille at

the end of a line, the capital word indicator should not be repeated at the

beginning of the new line.

Example: 

TELE- PH ONE ,,tele- ph"o

In the case of compound words, each component is counted as a separate word

and requires its own capital word indicator (unless part of a capitalized

passage).

5.2.10. Preference. The capital word indicator is used in preference to the

capital letter indicator when doing so takes the same number or fewer cells.

The capital passage indicator is used in preference to either of the other two

indicators when doing so takes the same number or fewer cells. Thus for

ordinary words, this means using the word indicator for one or two words, but

the passage indicator for three or more words (unless two or more are single

letter words).

However, a capitalized passage should not extend at the beginning or end to

include a partially capitalized word or abbreviation. 

Examples: 

NEW YORK ,,new ,,york

WE ST ON-SUP ER -M AR E ,,,we/on-sup]-m>e,'

NB ,,nb
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R.N.L.I. ,,r4n4l4i4

EA ST  COA ST  T OW NS. Grou p 1:

,,,ea/ coa/ t[ns4,' ,gr\p #a3

Roman numerals are treated as an exception to this rule, for which see 6.7.1.

5.2.11. Separate Capitalized Phrases. It is desirable that the capital passage

indicator is not used across separate titles or phrases, etc.

Examples: 

See also  FAN OV EN S. W AR N ING : Remove pack ing  before  switch ing  on.

,see al ,,fan ,,ov5s4 ,,w>n+3

,remove pack+ 2f swit*+ on4

A. G ONE  WITH THE  W IN D.

;,a4 ,,,g"o )! w9d4,'

5.2.12. Ignoring the Case of Apostrophe 's'. The case of an apostrophe 's'

after a capitalized expression may be ignored if this distinction is not essential.

Examples: 

BBC's ,,bbc's

BBC'S ,,bbc's

5.2.13. Passages Containing Occasional Lower Case Letters. An

occasional lower case letter within an otherwise capitalized passage may be

treated as being capital, if this distinction is not essential.

Example: 

PRELUDE No.6, F. CH OP IN  

,,,prelude no4#f1 f4 *op9,'

5.2.14. Internal Capital Letters. Capital letters within words are preceded

by the capital indicator as in the preceding rules. However, where it is required

to show a capital letter N or Y in the middle or at the end of a word, the letter
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sign must also be inserted to prevent it being read as the contraction (which it

would otherwise mean).

Examples: 

NatWe st ,nat,we/

Word P er fect ,^w,p]fect

H arp erColl in s ,h>p],coll9s

McNee ,mc;,nee

5.2.15. Partially Capitalized Words. When a word is partially capitalized, the

presence of a capital indicator or terminator does not affect the use of adjacent

contractions, except that contractions formed with dots 4-6, 5-6 and 6 should

not be used immediately after a capital indicator or terminator. 

Examples: 

YE ST ER day  ,,ye/],'"d

WOND ER ful ,,wond],'ful

wonderFUL wond],,ful

CON SULTation  ,,3sult,'a;n

5.2.16. Exemptions. Within a document which is generally being transcribed

indicating capitals there are circumstances in which this indication may be

dropped:

(a) When the use of capitals in print is perceived as purely pictorial;

(b) In tables;

(c) In page information lines;

(d) In labels;

(e) In other situations where the space available for a given amount of material

is limited;
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(f) When using specialist codes, as required by that code.

But it is open to any producing agency to show the distinction between print

upper and lower case letters in any or all of the above circumstances if it so

wishes.

5.3. COMPUTER CODE INDICATOR

5.3.1. The computer code indicator ,+ is used to start and end a special

mode in which signs from the UK braille computer code are used. In this mode

contractions are not permissible, and other rules of Standard English Braille are

suspended. The purpose of this mode is to allow the additional range of

characters in the computer code to be available in literary braille, and to allow

access in literary braille to the computer code's greater precision in

representing arbitrary sequences of characters without ambiguity. A particular

application is for the brailling of electronic addresses and computer filenames.

5.3.2. A selection of signs from the computer code of common occurrence is

listed in 2.7. The full range of signs which may be used is listed in Braille

Computer Notation.

Examples: 

**123\\45 ,+99*<%"/"/?:,+

!_%35 ,+#+.%:,+

5.3.3. The computer code indicators should not be used within a word in

Standard English Braille. Where computer code characters are required within a

literary word the whole word should be enclosed within the indicators and

brailled in that mode.

5.3.4. By default, in literary braille, letters within the computer code indicators

are assumed to be lower case. To show different cases, the dot 6 sign is used to

switch to upper case, and the dots 5-6 sign is used to switch back to lower

case. Both of these case switches have force over subsequent letters on the

braille line within the computer mode expression (even over spaces) until

another case switch sign occurs.
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Examples: 

C:\DOCS\TEST.TXT

,+,c3"/docs"/test4txt,+

atrick@uusave.org.uk

,+atrick!uusave4org4uk,+

ATLAS@trade123.co.uk

,+,atlas!;trade*<%4co4uk,+

5.3.5. Once started, computer code mode continues until the ending indicator

occurs, including over line breaks and page breaks. Where an expression is split

at a line break the text continuation sign, dot 5, should be inserted at the end of

the line unless a space is present at that point. According to 5.3.4, where an

expression continues on a new braille line lower case is again assumed until the

dot 6 sign is asserted.

Example: 

http://www.w3.org/pub/WWW/TR/WD-xml-lang-970331.html 

,+http3//www4w%4org/pub/,www/  

  tr/wd-" (new line)

xml-lang-[]=%%*4html,+

5.3.6. Although using computer code is the most general method for brailling

electronic addresses, in many cases an address can be brailled by simply using

literary code signs in grade one. However, it is desirable to use a consistent

method throughout a work.

Example: 

speters@homework.com

speters@!homework4com

5.3.7. The contractions to , into  and by  should not be used before computer

code indicators; nor should they be used before electronic addresses brailled in

grade one without computer code indicators, as in 5.3.6.
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Examples: 

Refer  to bauk.org.uk

,ref] to ,+bauk4org4uk,+

Write to info@daleton.com

,write to info@!daleton4com

5.4. DOT LOCATOR

5.4.1. The dot locator is used to identify braille characters. In a series of listed

or tabulated braille characters the dot locator should normally precede each of

them. But when there is reference to individual braille characters as such in

continuous text, it will generally be desirable for each of them to be both

preceded and followed by the dot locator, especially when they are in contact

with punctuation signs. The dot locator may be used in the same way before a

string of braille characters.

5.5. ITALICS

5.5.1. The italic sign is placed before a word to show that it is printed in italic

type.

Examples: 

a priori .a .priori

Prime M in i st er .,prime .,m9i/]

very  hard work .v .h>d ."w

If more than three consecutive words are italicized, the first word is preceded

by the double italic sign and the last word followed by the italic termination

sign. The termination sign is placed before the first space, hyphen, dash or

oblique stroke after the last italicized character. The end of a paragraph etc. is

regarded as a space for the purposes of this rule.

Examples: 

The  H ouses of  Par liament .

..,! ,h\ses ( ,p>lia;t4.'
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Stop talk ing  right  now!

..,/op talk+ "r n[6.'

(Plea se indicate your  choice) – Yes; No.

7..,pl1se 9dicate yr

*oice7.'--,yes2 ,no4

"I don't need  your  help", he cried .

8..,i don't ne$ yr help01.' he

cri$4

5.5.2. If the capital terminator and italic terminator occur at the same point in

braille, they should be placed in the reverse order to that in which their

respective indicators were introduced.

Example: 

I am feel ing  ON TOP OF THE  WORLD !

..,I am feel+ ,,,on top (!

_w6,'.'

5.5.3. Where, as in most centred headings, print italics may be regarded as

pictorial, they need not be reproduced in braille.

However, when print italics are ignored, significant reversions to ordinary type

should be italicized in braille.

5.5.4. In quoted extracts, either prose or verse, set in print with both italics and

quotation marks, the italics are generally unnecessary in braille.

5.5.5. Where print reverts to ordinary type for odd words or phrases within an

italicized passage, the italics should not be terminated in braille. Instead one of

the following procedures should be adopted:

(a) If the words in ordinary type constitute a name or title, or are in ordinary

type to indicate that they are foreign, they should be quoted.
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(b) If the words are set in ordinary type to give them particular emphasis, they

should each be preceded by the single or double capital sign, or capital passage

mode should be used, as appropriate.

(c) Sometimes the change of type is to be disregarded in braille, as for instance

when the words in question occur in square brackets.

5.5.6. Where a date or other number forms part of an italicized title or other

phrase, it should be included within the italics in braille whether or not it has

been italicized in print.

5.5.7. In italicized passages consisting of more than one paragraph the double

italic sign must be repeated before each paragraph. This rule applies even if the

paragraph consists of three or fewer words. The last word of the passage is

followed by the italic termination sign, as well as being preceded by the double

italic sign if it is the sole word in the final paragraph. An italicized heading is

treated as a single item, even if divided over more than one line – i.e. the

double italic sign is not repeated before each divided line. Adjacent italicized

headings of different rank should be terminated separately.

5.5.8. When an unhyphenated italicized word in print is divided at the braille

line, the italic sign should not be repeated at the beginning of the new line.

However, italicized compound words and words whose components are joined

by the hyphen require the italic sign after each hyphen.

Examples: 

blue-eyed .blue-.ey$

co-op er ation .co-.op],n

ski- ing .ski-.+

well-be loved .well-.2lov$

well-to-do .well-.to-.d

Note that the words today, tomorrow, tonight, when written with hyphens, do

not count as compound words because they are brailled as shortforms which

do not contain the hyphens.
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5.5.9. Where an italicized word is divided by hyphens, for example to show

pronunciation or to indicate that the word is being spelt out, each fragment

should be counted as a separate word for the purposes of italics. (See also

8.13.6.)

Examples: 

ex-cru-ci-ate ..ex-cru-ci-ate.'

t-a-m-e-d ..t-a-m-e-d.'

5.5.10. In phrases of more than three italicized words joined by hyphens, the

double italic sign should precede the first word and the italic termination sign

should follow the last word.

Examples: 

n ever -to-be- forgotten ..n"e-to-be-=gott5.'

out -of - the -way ..\-(-!-way.'

5.5.11. Where the last word of an italicized passage is a hyphenated compound

word, the italic termination sign should follow the final part of the compound

word.

Example: 

It  was  a sad home-com ing

..,x 0 a sad home-com+.'

5.5.12. Compound numbers separated by the hyphen should be treated as

separate numbers for the purpose of italics.

Examples: 

1939-40 .#aici-.#dj

vii-xx .;vii-.;xx

12 th -15 th .#ab?-.#ae?
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5.5.13. English words joined by the apostrophe are treated as a single word for

the purpose of italics.

Examples: 

o'clock .o'c

Tess of the  d'Urb ervilles

..,tess (! d',urb]villes.'

Morte d'Ar thur .,morte .d',>?ur

near ly five o'clock  .ne>ly .five .o'c

5.5.14. Foreign words joined by the apostrophe are treated separately for the

purpose of italics.

Examples: 

l'orange .l'.orange

le roi s'amuse ..le roi s'amuse.'

However, where a foreign word contains an apostrophe, it is treated as a single

word.

Examples: 

Ch 'un .,*'un

Qur'an .,qur'an

5.5.15. Words or abbreviations joined by an oblique stroke which is to be

retained in braille are treated separately for the purpose of italics.

Examples: 

he/ she .he_/.%e

plea se state male/female 

..pl1se /ate male_/female.'
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5.5.16. When an italicized abbreviation consists of a string of signs including

more than one abbreviation point, the italic sign should not be repeated after

each abbreviation point.

Examples: 

i.e. .i4e4

Ph.D. .,ph4,d4

R.S.V.P. .,,r4s4v4p4

Similarly, cases such as C&G are italicized as a single unit.

Example: 

C&G .,c@&,g

5.5.17. Where part of a word is italicized, the italicized portion should be

preceded by the sign dots 4-6, 2, and followed by the italic termination sign. (It

may, however, be possible to ignore the print distinction in braille.) Care should

be taken in the use of contractions. In particular, lower signs and right-hand

signs should not be used immediately after the opening italic indicator.

Examples: 

domineer ing  domi.1ne]+.'

grow ing  .1gr[.'+

grow ing gr[.1+.'

unend ing un.1en.'d+

uneasy un.1easy.'

we ar iness we>i.1ness.'

5.5.18. In cases where the italicized part is separated by an apostrophe, that

part should be treated as a word fragment according to 5.5.17 if the whole

string is normally treated as a single word for the purposes of italics.
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Example: 

the y're !y'.1re.'

5.5.19. Each italicized title in a succession of titles should be italicized

separately, but a subtitle should not be italicized separately from the main title.

Examples: 

Oliver  Twist , A Tale of  Two Cities

.,OLIV] .,Twi/1 ..,a ,tale (

,two ,cities.'

The  Violen t E ff igy: A Study of  Dickens's Imag in ation

..,! ,viol5t ,e6igy3 ,a ,/udy (

,dick5s's ,imag9,n.'

5.5.20. When an italicized phrase is followed by a bracketed italicized

abbreviation of or alternative to that phrase, they should be italicized

separately.

Example: 

Royal Automobile Club (RAC)

.,Royal .,automobile .,club

7.,,rac7

5.5.21. When two consecutive abbreviations, words or phrases are italicized

for different reasons, they should be italicized separately in braille.

Example: 

cf. As  You  Like  It . .cf4 ..,z ,y ,l ,x4.'

5.5.22. Where print uses underlining or bold print, braille should italicize

except where a distinction between italics, and underlining or bold, needs to be

maintained. In this case angle brackets, for example, may be used as a

secondary indicator (enclosing the relevant words), and such a method should

be explained in a note to the braille.
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* 5.5.23. It is generally not necessary to italicize titles, etc., in braille if not

italicized in print. However, there may be occasions when it is desirable to

italicize in order to avoid ambiguity (the title being distinguished in print by

initial capitals).

Example: 

In  the  st ation  he saw a man look ing  at The  Times . [The Times italicized in

braille.]

5.5.24. In general, print symbols are not preceded by the italic sign. If a symbol

occurs at the beginning or end of an italicized phrase it is normally not included

in the italics.

However, if a spaced symbol occurs within an italicized phrase it is counted as a

word for the purposes of italics (but not preceded by the italic sign). An

unspaced symbol is not counted as a word, and where such a symbol (e.g. an

arithmetical operation sign) is joined to an italicized word, the italic sign is

placed before the word, not the symbol.

Examples: 

apples + oranges .apples ;6.oranges 

green  apples + oranges

.gre5 .apples ;6.oranges 

six apples + ten  oranges

..six apples ;6t5 oranges.' 

fee + exp enses fee ;6.exp5ses

M ount  Evere st  asc en t *

.,m.t .,"ee/ .asc5t 99

M ount  Evere st  * ascen t

..,m.t ,"ee/ 99 asc5t.'    

5.6. LETTER SIGN

5.6.1. The primary purpose of the letter sign in Standard English Braille is to

distinguish letters from words.
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5.6.2. The letter sign is required before a single letter spaced as a word unless

it has an abbreviation point. However, the letter sign should not be used when

the letters A, I or O stand for words.

Examples: 

Sec tion s I, II and  V

,sec;ns ;,i1 ,,ii & ;,v

J. Smith ,j4 ,smi?

J Smith ;,j ,smi?

a/c ;a_/;c

I/O ;,i_/;,o

O, I say! ,o1 ,i say6

(a) 7;a7

(i) 7;i7

5.6.3. A single letter at the end of a sentence should be preceded by a letter

sign even if abbreviation points are normally used.

Example: 

He w ent to see J. ,he w5t 6see ;,j4

5.6.4. Letters at the beginning of paragraphs, such as a. b., or Q. and A. (for

question and answer), should be preceded by the letter sign whether or not

followed by a full stop. The full stop should be retained.

5.6.5. The letter sign is not required in cases like the following because the

presence of the adjacent signs means that the letters could not be read as

wordsigns.

Examples: 

12B ,b*12

2H O ,h*2,o
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C++ ,c;6;6

However, where the capital sign is not present the letter sign should be used in

such cases to aid reading.

Example: a! ;a;-

5.6.6. The letter sign is required before a string of letters, when abbreviation

points are not present, unless starting with a capital indicator.

Examples: 

chord ceg *ord ;ceg

triangle ABC triangle ,,abc

rDNA ;r,,dna

(iii) 7;iii7

(III) 7,,iii7

5.6.7. The influence of the letter sign does not carry beyond punctuation or

composition signs.

Examples: 

A-team ;,a-t1m

D-day ;,d-"d

L-plates ;,l-plates

T-sh irt ;,t-%irt

X-ray ;,x-ray

Folio 60 b-d ,folio #fj ;b-;d

ch ords ceg-dfa *ords ;ceg-;dfa

(c)de 7;c7;de

mn(o) ;mn7;o7

the  frac tion  x/y ! frac;n ;x_/;y
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ac/dc ;ac_/;dc

5.6.8. The letter sign is also used before letters that follow Arabic or Roman

numbers without a space when the capital sign is not present at that point.

Examples: 

22a. #bb;a4

22s. #bb;s4

25B #be,b

Xa ,x;a

Note, however, the case of ‘s’ indicating a plural, in 4.1.2.

5.6.9. In ordinary text a foreign word or name consisting of a single letter

which could be read as an English wordsign, including cases where such a single

letter is preceded and/or followed by a hyphen, should be preceded by the

letter sign.

Examples: 

adagio e cantabile adagio ;e cantabile

Ortega y Gasset ,ortega ;y ,gasset

U Th ant ;,u ,?ant

a priori a priori

This may not be necessary in specialized contexts, such as grammar books, etc.

(see also 5.1.5).

5.6.10. In the case of accented single letters (including letters with the long or

short signs), the letter sign should be used in addition to the accent sign if the

letter is not a word. Even where the letter is a word, the letter sign should be

used where it would otherwise be ambiguous.

Examples: 

The  letter  é ,! lr ;@e



5. USE OF COMPOSITION SIGNS

51

Ç as in hose ;_o z 9 hose

In the following example, the letter sign is not required because the contraction

every  is not permissible after the accent sign.

Example: la donna è mobile

la donna @e mobile

5.6.11. When a word is spelt out with hyphens between the letters, the letter

sign is not required.

Example: w-i-n-d-o-w w-i-n-d-o-w

Such a string should only be divided if at least three letters appear on each

braille line. Such division may be made without regard to syllables.

5.6.12. The letter sign normally precludes the use of contractions in any word

or letter-group which it introduces (but see 8.3.4).

5.6.13. Where single letters are enclosed in quotation marks or italicized in

print, the letter sign should generally be used instead in braille.

5.6.14. Where letters of the alphabet are used as designations rather than

abbreviations, the letter sign should be used, and the abbreviation point, if

shown in print, should be omitted.

Examples: 

Po in t A in  the  l ine AB

,po9t ;,a 9 ! l9e ,,ab

row  n r[ ;n

the  spy X. ! spy ;,x

Mr X. ,mr ;,x
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5.7. LINE SIGN

5.7.1. The line sign is used in braille where print uses a symbol, such as a

vertical or oblique stroke, to indicate the ends of lines in verse, epitaphs,

inscriptions, facsimile title pages, etc. printed continuously. It may also be used

where print sets out such material line by line, allowing braille to use a

continuous format (see 9.7.8-9.7.14).

5.7.2. The line sign should be spaced from a preceding word when there is no

intervening punctuation. It should be followed by either a space or the end of a

braille line, and may not begin a braille line.

5.7.3. The line sign is normally unspaced from preceding punctuation, including

the apostrophe and hyphen.

5.7.4. A dash should be brailled unspaced from a following line sign and such a

combination may begin a braille line. But if a dash occurs at the beginning of a

verse line, it must be spaced from the preceding line sign.

5.7.5. An ellipsis ending a line of poetry should be spaced from the following

line sign. Such a combination may begin a braille line.

5.8. NON-ROMAN SCRIPTS

[Note that this topic is dealt with differently in Braille Mathematics Notation.]

5.8.1. Single non-Roman letters or strings of letters occurring in English context

should be preceded by the non-Roman letter sign. Neither the ordinary letter

sign nor the italic sign should be used. In the case of a capital non-Roman letter

the non-Roman letter sign precedes the capital sign.

Examples: 

B 1p

S 1,w

ms 2 ms 1?

st ra in  $ /ra9 1b
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"$ 1ab

5.8.2. In passages of three or fewer words of Greek or other languages not

using the Roman alphabet, occurring in English context, each word should be

preceded by the ordinary letter sign. In passages of more than three words the

double letter sign should be used before the first word and the non-Roman

script terminator ;' placed after the last word. The termination sign should

follow any punctuation marks present at that point other than a hyphen, dash or

oblique stroke.

6. NUMBERS AND RELATED SIGNS
6.1. CARDINAL NUMBERS

6.1.1. Cardinal numbers should be preceded by the numeral sign; numbers

with more than one digit require only an initial numeral sign.

Examples: 

3 #c

62 #fb

100 #ajj

6.1.2. Omitted digits, however shown in print, should be represented in braille

by the equivalent number of dot 3's.

Examples: 

12.1.197- #ab#a#aig'

4**7 #d''g

But if print uses a single apostrophe to represent the first two digits of a date,

only one dot 3 is necessary in braille and it should follow the numeral sign.

Example: the  '45 ! #'de
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6.1.3. The influence of the numeral sign does not carry across any punctuation

or composition signs that link two numbers in a string, except as provided in

6.1.2.

Examples: 

1914-18 #aiad-#ah

1630(1) #afcj7#a7

1770?-1827 #aggj8-#ahbg

1770-(?)1850 #aggj-787#ahej

12 th -18 th #ab?-#ah?

sec tion  47(1) sec;n #dg7#a7

'14-'18 #'ad-#'ah

8-cab tra in #h-cab tra9

55-gag book #ee-gag book

6.1.4. Braille should follow print in using the dash or the hyphen when one of

these is used in strings such as compound dates, vital statistics, sports scores,

odds, voting figures, etc. Note, however, that for typographical reasons print

may use a dash sign to represent a normal hyphen between numbers, in which

case a hyphen should be used in braille. (See 4.3.1.)

Examples: 

1981-1990 #aiha-#aiij

36-24-36 #cf-#bd-#cf

36–24–36 #cf--#bd--#cf

3-1 #c-#a

3–1 #c--#a

40-30 #dj-#cj

40–30 #dj--#cj
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6.1.5. Abbreviated dates appear in various forms in print. In braille they should

be coded with the numeral sign or letter sign as required. They may not be

divided at the braille line. The oblique stroke and any other punctuation

between numbers should be avoided.

Examples: 

8/9/36 or 8.9.36 #h#i#cf

8.ix.36 #h;ix#cf

8.IX.36 #h,,ix#cf

When the second part of a compound date is suppressed in print, the hyphen

should be retained in braille, but written unspaced from any following

punctuation.

Example: (1882-) 7#ahhb-7

6.1.6. Telephone numbers consisting entirely of grouped figures should be

coded with the numeral sign, which should be repeated to mark the beginning

of each print group.

Examples: 

01733-370777 #jagcc#cgjggg

388 1266/7 #chh#abff_/#g

0800 500 212 #jhjj#ejj#bab

Where alternative numbers are shown in brackets after the main number, or

where brackets enclose an area prefix number, braille follows a similar

procedure.

Examples: 

233 1597(8) #bcc#aeig7#h7

(020) 8868 0765 7#jbj7#hhfh#jgfe

+44 (0) 733-370777 ;6#dd7#j7#gcc#cgjggg
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It is desirable that telephone numbers should not be divided onto two braille

lines. If division is to be made because of length, this should be done before a

numeral sign and a hyphen should be inserted at the end of the first line.

6.1.7. Groups of letters and figures, such as car registration numbers, old style

telephone numbers, gramophone record numbers, etc., should be brailled as a

string if unspaced in print, and full stops, hyphens, oblique strokes and blank

spaces, used in print as mere separators, may sometimes conveniently be

disregarded, with the grouping simply indicated by repetition of the numeral,

letter or capital sign. Note, however, 6.1.8, where dots within strings of digits

should be shown. Such groups should not be divided at the braille line unless

they are very long.

Examples: 

DER 526G ,,der#ebf,g

bn35a ;bn#ce;a

33 CX 1234 #cc,,cx#abcd

ASD 527/8 ,,asd#ebg_/#h

M.1. ,m#a

BBC-2 ,,bbc#b

HAM 1597 ,,ham#aeig

However, when separators are retained, care should be taken over the use of

the letter sign.

Example: 13/m #ac_/;m

6.1.8. A dot in a string of digits should be represented as dot 2. This applies to

cases such as decimal numbers (see 6.3), times of the day, software program

versions, book section/subsection numbers, Dewey decimal numbers, etc.

(Note, however, 6.1.5 which deals with dates. See also 7.5.6.)

Examples: 

5.30 pm #e1cj ;pm
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08.30 #jh1cj

358.6 #ceh1f

Word P er fect 5.1 ,^w,p]fect #e1a

sec tion  3.6.1 sec;n #c1f1a

5.30-6 #e1cj-#f

2.30-32 #b1cj-#cb

6.1.9. The French form for indicating times of the day can be unspaced in

Standard English Braille. (See also 7.5.6.)

Example: 10h25 #aj;h#be

6.2. CONTRACTED NUMBERS

6.2.1. In calendars, crossword puzzles, etc., where it is desirable that 1- and

2-digit numbers should occupy the same amount of space as one another, the

following method of contracting numbers (which may be written with or

without the numeral sign) may be adopted.

Dot 3 written in the same cell as the unit figure adds 10 to the number:

11 #k

12 #l

10 #t

Dots 3-6 written in the same cell as the unit figure adds 20:

22 #v

24 #y

20 #)
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Dot 6 written in the same cell as the unit figure adds 30:

36 #$

39 #[

30 #w

The numbers 40 to 49 are indicated by the unit figures being written as lower

signs:

43 #3

47 #7

40 #0

6.3. DECIMALS

6.3.1. Decimals are coded using dot 2 to represent the decimal point (see

6.1.8). When the decimal point precedes the digits, the numeral sign is placed

before not after the decimal point, not the first digit.

Examples: 

8.93 #h1ic

0.7 #j1g

.7 #1g

6.3.2. Decimal coinage also uses the decimal point.

Examples: 

£8.75 l#h1ge

$8.75 4#h1ge

6.3.3. Recurring decimals are shown by inserting a dot 5 before the recurring

sequence, that sequence being indicated in print by dots placed above its first

and last digits (or its single digit).
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Examples: 

3.10428570 #c1"adbheg

2.00960 #b1jji"f

6.4. FRACTIONS

6.4.1. Fractions are written with the numerator and denominator as upper and

lower signs respectively without an intervening blank space or second numeral

sign. The numerator 1 should not be omitted.

Examples: 

¼ #a4

3/8 #c8

6.4.2. A mixed number must be treated as an undivided string. The fraction,

which retains its numeral sign, immediately follows the whole number.

Example: #a#c16

6.4.3. A halfpenny is written as a fraction of a penny, as in print.

Examples: 

7½p #g#a2;p

½p #a2;p

7½d #g#a2;d

6.4.4. Where, as in stock exchange quotations, etc., the numerator of a fraction

is divided from the denominator by a hyphen (fraction line) in print, and the

fraction is spaced from the whole number, the whole expression should be

written in braille as an ordinary fraction.

Example: 82 5-16 #hb#e16
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6.4.5. Ordinal terminations following numerical fractions  should normally be

omitted in braille.

Example: 

c th #a8

6.4.6. A numerical comma should not be shown in the denominator of a

fraction, even if it appears in print, as the denominator is written in the lower

part of the cell; nor should a blank cell be left to represent it.

Example: 3,141/1,000 #c'ada1000

6.5. MATHEMATICAL SIGNS

6.5.1. If a number contains more than three figures, a comma is often used in

print to separate them into groups of three. If shown in print, this comma

should be represented in braille by the numerical comma (dot 3). The

numerical comma should also be used where print has a blank space to separate

the groups of figures.

Example: 4,500,000 #d'ejj'jjj

6.5.2. A number consisting of four or more figures may be divided after a

numerical comma by a hyphen at the end of a braille line, the remaining figures

being written on the following line without a numeral sign.

Example: 1,234,567 #a'bcd'- (new line) efg

If a comma is not used in print, such a division should not be made unless the

number is very long.

6.5.3. A space is normally required before operation and relation signs in

braille.
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Examples: 

1 + 2 ! 3 = 0 #a ;6#b ;-#c ;7#j

4 x 3 ÷ 2 = 6 #d ;8#c ;4#b ;7#f

3 : 4 : 5 #c 3#d 3#e

However, these signs must be unspaced from preceding opening brackets and

quotation marks.

Example: 

ips (=inches per  second)

;ips 7;7in*es p] second7

Expressions like the following should also be unspaced, and, if they are followed

by punctuation (as below), the separation sign should be used.

Examples: 

"!; 1a;-,2

11+; #aa;6,2

15 days+; #ae "ds;6,2

" – very  good . 1a;-,--v gd4!

C++ ,c;6;6

ch ange = +6 *ange ;7;6#f

(Note that in the last two examples the second dots 5-6 sign is dropped when

using braille mathematics code.)

6.5.4. It is generally permissible to use the operation and relation signs

unspaced before words. However, lower contractions should not be used at

the beginning of a word when unspaced from such a sign.

Examples: 

apples + oranges apples ;6oranges
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com ponen t 1 + componen t 2

-pon5t #a ;6compon5t #b

6.5.5. It is generally permissible to use the operation and relation signs

unspaced before punctuation, etc.

Examples: 

" fore" + "word " 8=e0 ;68^w0

name  = ( in itials) "n ;779itials7

6.5.6. The mathematical separation sign (dot 6) should always be used to

separate a fraction from following punctuation consisting of a lower a-j. It

should be used also between a whole number and punctuation where the

punctuation sign could reasonably be misread as the denominator of a fraction.

The separation sign is unnecessary in cases where its omission would cause no

confusion.

Examples: 

1. #a,4

2½ #b#a2

2½. #b#a2,4

3¾ #c#c4

#d#e16

3½-5 #c#a2-#e

1066. #ajff4

6.5.7. The subscript sign and superscript sign indicate that the expression which

follows is a subscript or superscript to the preceding expression. Indices which

are whole numbers are brailled as lower numbers without the numeral sign.

The use of these signs is not restricted to mathematical expressions or

contexts: for example, their use may be required for special reference marks.

(Note that in mathematics and science notation, the subscript sign is generally

omitted before lower numbers, for compactness.)
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Examples: 

m  (m squared) ;m+22

cm  (cm cubed) cm+33

x  (x to the power !5) ;x+;-5!5

2H O (formula for water) ,h*2,o

2CO  (formula for carbon dioxide) ,,co*2

2 4H SO  (formula for sulphuric acid) ,h*2,,so*4

e ;e+;vv

12 12B  (vitamin B ) ,b*12

sunm  (mass of the sun) ;m*sun

Note that, as in the above examples, chemical formulae in general material may

be brailled using the usual literary rules for capitals. (Capitals should be

indicated in chemical formulae whether or not capitals are shown generally in

the transcription.)

Example: 

NaCl (formula for common salt) ,na,cl

However, reference should be made to Braille Science Notation for rules on

writing such formulae in scientific material.

For more complicated indices see Braille Mathematics Notation.

6.6. ORDINAL NUMBERS

6.6.1. Ordinal numbers are formed by adding the appropriate endings to the

cardinal numbers.

Examples: 

1 st #a/

2nd #bnd
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3rd #crd

57 th #eg?

6.6.2. When an Arabic number is followed by a foreign ordinal termination, the

abbreviation point should be used to separate the figure from the termination.

Contractions may be used in terminations unless preceded by the letter sign.

Examples: 

3ème #c4@eme

3ème #c4;!me

1 er #a4]

8vo #h4vo

1 #a4oo

Similarly, an abbreviation point should be inserted when an Arabic number is

followed by an English ordinal termination which could otherwise be read as an

extra digit.

Example: 

22 #bb4dd

6.7. ROMAN NUMERALS

6.7.1. Roman numerals are generally coded according to the standard rules on

the letter sign (5.6.2 and 5.6.6), and the rules on capitals (e.g. 5.2.2). However,

for capital Roman numerals consisting of 2 or more letters, the capital word

indicator is always used (regardless of the normal preference rule in 5.2.10). If

capitals are not generally being shown, upper case Roman numerals are treated

as if lower case, unless the distinction between upper and lower case Roman

numerals needs to be preserved.

Examples: 

v ;v

V ;,v



6. NUMBERS AND RELATED SIGNS

65

ii ;ii

II ,,ii

xxxiv ;xxxiv

XXXIV ,,xxxiv

6.7.2. As an exception to 5.6.2, where a Roman numeral brailled as lower case

is followed by an abbreviation point, both the letter sign and abbreviation point

should be retained.

Example: 

xii. ;xii4

6.7.3. As required by the rules for the letter sign and capital indicators, Roman

numerals joined by a hyphen or dash are treated separately as regards these

composition signs.

Examples: 

lxxxix-cxliv ;lxxxix-;cxliv

VIII-XIII ,,viii-,,xiii

VIII-X ,,viii-;,x

lv–lxxxix ;lv--;lxxxix

6.7.4. Letters following Roman numerals are brailled according to 5.6.8.

Examples: 

XVa ,,xv;a

XVa ;xv;a   (not showing capitals)

iiB ;ii,b

iiB ;ii;b   (not showing capitals)

Roman numerals may also be used in conjunction with Arabic numbers. (In the

example the print stop separator is omitted in braille in accordance with 6.1.7.)
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Example: 

Hamlet IV.2 ,hamlet ,,iv#b

6.7.5. Roman numerals should be separated from their ordinal terminations by

the abbreviation point, and the case of terminations may generally be ignored.

Contractions may be used in terminations unless preceded by the letter sign.

Note that both methods of coding foreign accents are possible.

Examples: 

x th ;x4?

X th ,x4?

xxist ;xxi4/

XXIst ,,xxi4/

Ier ,i4]

XIIe ,,xii4e

XIIème ,,xii4@eme

XIIème ,,xii4;!me

7. ABBREVIATIONS AND SYMBOLS
7.1. PRINT ABBREVIATIONS

7.1.1. The general rules on the use of the capital indicators (in particular 5.2.2-4

and 5.2.10) and the letter sign (in particular 5.6.2 and 5.6.6) apply to print

abbreviations. (When capitals are not generally indicated, abbreviations should

be treated as if lower case, but see *7.1.7-*7.1.10.)

Examples: 

BBC ,,bbc

pm ;pm

PhD ,ph,d

B.Sc. ,b4,sc4
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B.Sc ,b4,sc

UNESCO ,,unesco

UK ,,uk

MS-DOS ,,ms-,,dos

M in iPC ,m9i,,pc

M in iPCs ,m9i,p,cs

FTPmail ,f,t,pmail

CAMRA ,,camra

BA(Oxon) ,b,a7,oxon7

DipTP ,dip,,tp

BSkyB ,b,sky,b

B&B ,b@&,b

B. & B. ,b4 @& ,b4

rsvp ;rsvp

rsvp. rsvp4

7.1.2. Contractions are permissible in an abbreviation when the letters

concerned are adjacent in an original word, provided they cannot be mistaken

for shortforms or other wordsigns and as long as other rules for contractions

are not violated. However, contractions should not be used when the

abbreviation is preceded by a letter sign.

Examples: 

OF WAT ,,(wat

UU EN CODE ,,uu5code

US ,,us   [the country]

WHO ,,who

QW ER TY ,,qw]ty

B Ed ,b,$
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M In stP ,m,9/,p

M.Ch . ,m4,*4

do (ditto) do

nat hi st nat hi/

St (Saint or Street) ,st

St. (Saint or Street) ,st4

ad f in . ad f94

It. (Italian) ,it4

nem. con. nem4 con4

NatWe st ,nat,we/

shd (shorthead) shd

7.1.3. Although a letter sign is generally used before a string of lower case

letters, it is not used when an abbreviation of this type (perhaps with an initial

capital indicating a proper name) is normally read as a word. In such cases

contractions may be used.

Examples: 

Nato ,nato

Unesco ,unesco

laser las]

radar rad>

rom rom

ram ram

qw erty qw]ty

Nor is a letter sign used where a lower case abbreviation consists of an

undistinguished mixture of both initials and part words.
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Examples: 

email email

xpa th xpa?

7.1.4. Where the abbreviation of a single word consists of more than one

letter, the letter sign is not generally required even when no abbreviation point

appears in print. Note that for the purpose of this rule "etc" is regarded as a

single word.

Examples: 

etc etc

ms ms

mss mss

nr nr

Rd ,rd

However if the abbreviation is always pronounced letter by letter, even though

the letters belong to one word, the letter sign should be used if capital

indicators are not present.

Example: 

tv ;tv

(Other examples are TB, HQ and DDT; but these and other cases in capitals do

not require a letter sign if capitals are shown.)

In addition, the letter sign should be used if the abbreviation begins with a lower

case letter followed by a capital letter which is indicated as such.

Example: 

mA (milliamperes) ;m,a

7.1.5. If a capitalized abbreviation could be read as a shortform (the letter sign

not being present), the ambiguity should be removed by capitalizing the letters
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separately. This method is not available when the capital letters N or Y occur

non-initially because these letters then form contractions when preceded by

dot 6. In this case the abbreviation should be preceded by a letter sign.

Examples: 

FRS ,f,r,s

CD ,c,d

CD-ROM ,c,d-,,rom

TN ;,,tn

7.1.6. In personal initials and postal codes braille should follow print's spacing

and its use or non-use of abbreviation points. Initials must be spaced from a

following surname.

Examples: 

CPE Bach ,,cpe ,ba*

C P E Bach ;,c ;,p ;,e ,ba*

C.P.E. Ba ch ,,c4p4e4 ,ba*

C. P. E. Ba ch ,c4 ,p4 ,e4 ,ba*

GBS ,,gbs

G.B.S. ,,g4b4s4

EC4 ,,ec#d

S.W.1 ,,s4w4#a

WC1H 9NE ,,wC#a,h #i,,ne

However, when two initials are joined by a hyphen and an abbreviation point

appears only after the second, braille should insert an abbreviation point after

the first letter also.

Examples: 

J-P. Sar tre ,j4-,p4 ,s>tre

L-G. (Lloyd-George) ,l4-,g4
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* 7.1.7. When capitals are not indicated in braille, an abbreviation consisting of

capital initials without abbreviation points should be preceded by a letter sign,

whether or not pronounced as a word.

Examples: 

AIDS ;aids

ARCM ;arcm

ASH ;ash

BBC ;bbc

SOS ;sos

USSR ;ussr

UNESCO ;unesco

VAT ;vat

QWERTY ;qwerty

MS-DOS ;ms-;dos

* 7.1.8. When capitals are not indicated in braille, a capitalized abbreviation

without abbreviation points including word fragments should be preceded by a

letter sign if not wholly pronounced as a word. Otherwise a letter sign is not

used, and contractions may be used as in 7.1.2. 

Examples: 

NSFNET ;nsfnet

INXS ;inxs

MILNET milnet

EURATOM euratom

CAMRA camra

OF WAT (wat
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* 7.1.9. When capitals are not indicated in braille, and mixed case is used in an

abbreviation without stops to distinguish initial letters from whole or part

words which are pronounced as such, the elements should be spaced, each

being treated in accordance with the above paragraphs. The same applies when

mixed case is used to distinguish part words from other part words in an

abbreviation. 

Examples: 

BA(Oxon) ;ba 7oxon7

B Ed ;b $

DipTP dip ;tp

M In stP ;m 9/ ;p

BSkyB ;b sky ;b

GradDipPhys grad dip phys

MiG mig

Xmas xmas

However, if such a mixed abbreviation is pronounced letter by letter, the letter

sign is sufficient and no spaces need be inserted.

Example: 

BSc ;bsc

In some cases it is preferable to use a hyphen rather than a space between

elements in order to show that an abbreviation is a single entity.

Examples: 

dBase ;d-base

VBScript ;vb-script

In terNIC 9t]-;nic

OMF ers ;omf-]s
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In the following case it is preferable to insert an abbreviation point rather than

spacing the elements, in order to allow the contraction to be used without

ambiguity.

Example: 

Ch D (Chancery Division) *4d

* 7.1.10. When capitals are not indicated in braille, the abbreviations for

American states should be preceded by a letter sign, whether they represent

one or more words.

Examples: 

CA (California) ;ca

NY (New York) ;ny

7.1.11. Abbreviations may only be divided onto two braille lines at a space,

unless they are very long.

7.1.12. Where a print abbreviation does not save space as against grade 2

braille, and print is regarded as using the abbreviation as a form of shorthand, it

is permissible to dispense with the abbreviation in braille. Such substitution is

not permissible with unit abbreviations.

Examples: 

Mt. (Mount) ,m.t

nr. (near) ne>

pt. (part) "p

Rt. (Right) ,"r

w. (with) )

wld. (world) _w

7.1.13. Where such print abbreviations are retained (as, for example, when

manuscript is being reproduced), it may be necessary to explain them if they

cannot be coded as they stand without ambiguity in braille.
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7.1.14. Where an abbreviation of a word is shown in print with the terminal

letter or letters written as a superscript, no special indication of this is normally

required in braille, and all the letters can be treated as being on the same level.

A letter sign should be used if the string of letters would otherwise be

ambiguous. Provided that the letter sign is not used, contractions may be used

in accordance with 7.1.2. Paragraph 7.1.12 is still applicable in this case.

Examples: 

s  (said) ;sdd

w  (with) w?th

w  (which) whh

y  (your) ;yrr

7.2. PRINT SYMBOLS

Ampersand

7.2.1. In braille the ampersand may be spaced or unspaced in accordance with

print. If print uses an ampersand in a foreign language, braille should follow suit.

Note that the rules on sequencing for the and  contraction do not apply to the

ampersand.

Examples: 

M arks & Sp encer  ,m>ks @& ,sp5c]

B&B ,b@&,b

&c (etc) @&c

son & lumière son @& lumi@ere

Arrows

7.2.2. The composite signs for arrows should be treated as words for the

purposes of spacing.
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Example: 

² to the  left, ÷ to the  right .

[3 6! left1 3o 6! "r4

Asterisk and Dagger

7.2.3. In braille a space is usually left before and after the asterisk in a line of

ordinary text. It is generally treated as a word for the purposes of spacing with

respect to adjacent punctuation. A series of two or more asterisks should

normally be spaced from one another in braille. The same rules apply to the

dagger sign.

Examples: 

Items m ark ed  * are free.

,items m>k$ 99 >e free4

[* exact numb er  not  know n.]

,799 exact numb] n "kn47'

in  Greece*– and  surely

9 ,greece 99--& surely

7.2.4. Where an asterisk is used to indicate a footnote, it should normally be

placed as in print with respect to adjacent punctuation. When it is followed by a

note number, it should be written unspaced from the numeral sign. The

asterisk, or asterisk and number group, is spaced according to 7.2.3. The same

rules apply to the dagger sign (see also 9.4.2).

Examples: 

" and  so  to bed ."*3

8& s 6b$40 99#c

(as  in  Sh akespeare. )*4

7z 9 ,%akespe>e4 99#d7

7.2.5. The braille asterisk may also be used to represent other reference

symbols occurring in print.
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7.2.6. A series of asterisks on a line alone in print should be shown in braille by

three asterisks centred on a line alone and divided from one another by a single

space. Centred asterisks should be used in braille to indicate breaks in the text

however such breaks are shown in print, e.g. a line of asterisks or dots or a

blank line. A line of asterisks may begin or end a braille page.

7.2.7. Where one or more asterisks occur in print to denote a presumed

omission, the ellipsis should be used in braille.

Example: 

The y travelled  through  Sumatra, Java, Bali, Lombok, *** and  Timor.

For omitted letters see 4.1.5.

7.2.8. Where a sequence of asterisks and/or other signs is used to indicate a

swear word, print should be followed as far as possible.

Example: 

**??**!! 999988999966 

(See also 4.1.5.)

7.2.9. When a dagger is used in print to indicate "died", or is used with the

name of a church dignitary, etc., the same sign should be used in braille. 

Bullet

7.2.10. The bullet sign _4 may be used where print uses the bullet symbol •,

for example to mark points in a list, etc. However, braille writers and publishers

may prefer to use traditional layout methods in such cases rather than

representing the symbol (see 9.1.7). Bullets should normally be spaced from

adjacent words. But when unspaced from a following word a lower contraction

should not be used at the beginning of the word.
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Commercial "at" @

7.2.11. The normal literary sign for the commercial "at" symbol @ is @!. This

may be used, for example, in simple e-mail addresses (see 5.3.6). However, the

most general method for representing such expressions is to use computer

code, in which the symbol is represented as ! (see 5.3).

Copyright, Registered and Trademark Symbols

7.2.12. The signs for copyright ©, registered trademark ® and trademark ™,

should normally be spaced in braille. If the signs are printed in the superscript

position, no indication of this is normally made in braille.

Crosses

7.2.13. When a series of X's is used to represent kisses, the appropriate

number of x 's should be brailled unspaced from each other and without a

letter sign. A letter sign is required before a single X representing a kiss.

7.2.14. Where print uses a cross between two breeds of animal or two

varieties of plant, etc., braille should use the cross sign. As usual, this sign should

normally be spaced on the left but not on the right, unless a special display

format is required, as in a table, etc.

Examples: 

Collie × Alsatian ,collie ;8,alsatian 

Rosa × Felicita ,rosa ;8,felicita

7.2.15. When it is clear that the symbol of the cross is being used to signify

death, it should be replaced by the two-space sign "d." (see, however 7.2.9).

Ditto

7.2.16. The ditto sign "1 should be spaced as a word. When it occurs in

contact with punctuation the separation sign is not necessary. Where print uses

a series of ditto signs, one will generally suffice in braille.
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Hash

7.2.17. Where hash is followed by a number, a second numeral sign is not

necessary in braille. However, in this case hash may be omitted in braille where

its representation is not essential. When hash is not followed by a number, it

may not be omitted.

Examples:  

#8 @#h

# @#

Male and Female Symbols

7.2.18. The print symbols %, & for male and female should be shown in braille

by the two-space signs "m." and "f." respectively.

7.3. REFERENCES

7.3.1. The following rules apply to abbreviation and number groups used in

giving references; for example, to pages, chapters, volumes, etc. in books, to

acts, scenes and lines in plays, and to chapters and verses in the Bible.

7.3.2. Abbreviations which follow the number are generally coded according to

the rules given in section 7.1, and are spaced or unspaced from the number in

accordance with print, except that, where there is an abbreviation point in

print, or the abbreviation consists of two or more letters from the same word,

so that there is no letter sign in braille, the letter(s) of the abbreviation must be

spaced from the number in braille.

Examples: 

34 n #cd ;n 

34 n. #cd n4 

34n (note on page 34) #cd;n 

78 ff. #gh ff4 
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78 ff #gh ;ff 

78ff (78 and following pages) #gh;ff 

25 pp (25 pages) #be ;pp

7.3.3. Abbreviations which precede the number are generally coded according

to the rules given in section 7.1.

Abbreviations consisting of two or more letters from one word should be

spaced or unspaced from the number according to print. In the case of "no"

(meaning number) without an abbreviation point, a stop should only be inserted

in braille where it would be ambiguous otherwise.

Examples: 

Vol 6 (volume 6) ,vol #f 

vol.3 (volume 3) vol4#c 

ch 5 *#e 

ch .5 *4#e 

ch. 5 ch4 #e 

ch 5 (chapter 5) ch #e 

chap. 7 (chapter 7) *ap4 #g 

S ch ed . 6 ,s*$4 #f 

S ch .6 ,s*4#f 

Sch. 6 ,sch4 #f 

Sch 6 (schedule 6) ,sch #f 

p ar .8 (paragraph 8) p>4#h 

Pt. 2 (part 2) (7.1.12 applies) ,"p #b 

no.7 no4#g 

no. 7 no4 #g 

no 7 (number 7) no #g 

bib.no.6 bib4no4#f 
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Abbreviations consisting of a single letter or initials, or the plurals of such

abbreviations, should normally be brailled unspaced from the number, and in

this case the letter sign is unnecessary.

Examples: 

p6 (page 6) p#f 

p.7 or p. 7 (page 7) p4#g 

p5-13 p#e-#ac

p.5-13 p4#e-#ac

pp5-13 pp#e-#ac

pp.5-13 (pages 5-13) pp4#e-#ac

V.9 ,v4#i

V9 (volume 9) ,v#i

v.II (volume II) v4,,ii

r.26 (rule 26) r4#bf

s.45 (section 45) s4#de

ss.12-15 (sections 12-15) ss4#ab-#ae

Note that in cases which are not references, the usual rules for letters and

numbers apply, i.e. print spacing should normally be followed, and letter signs

are not omitted as above.

Examples: 

c 1987 (circa 1987) ;c #aihg

c1850 (circa 1850) ;c#ahej

7.3.4. It is sometimes desirable to follow the print more closely as regards

spacing than provided for in the last paragraph of 7.3.3.

Example: 

c. 6 (chapter 6, as printed in statutes) c4 #f
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7.3.5. Where print employs special symbols and braille equivalents are

available, the latter should be used.  These should normally be unspaced from

the number if they precede it in braille. Multiple section and paragraph symbols

in print should be reduced to one in braille.

Examples: 

§3 (section 3) s'#c

¶5 (paragraph 5) p>#e

§§5-6 (sections 5-6) s'#e-#f

7.3.6. Where print uses abbreviations for books of the Bible, play titles, etc.,

these should be retained. Braille should follow print's use or non-use of the

abbreviation point with single letters or part words. Separators such as stops

occurring within number groups can be omitted in accordance with rules 6.1.7

and 6.7.4, or, if stops within strings of digits, brailled as dot 2 according to 6.1.8.

Print's spacing should be observed, and strings should not be divided at the

braille line except after an abbreviation point or after a hyphen occurring in the

print.

Examples: 

Heb 6.9 ,heb #f1i

1 Cor.13.2 #a ,cor4#ac1b

Ruth  2.7 ,RU? #B1G

Mk. 6.9-7.5 ,mk4 #f1i-#g1e

Matt.III.12 ,matt4,,iii#ab

Job XXXVIII.2 ,job ,,xxxviii#b

Macbe th  V i 8 or Macbe th  V.i.8 ,macbe? ,v;i#h

Hamlet III iii.2 ,hamlet ,,iii ;iii#b

* 7.3.7. Even if capitals are not generally being shown in braille, where print

uses both small and capital Roman numerals in references, it may be necessary
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to use capital indicators in braille to make the distinction (see 5.2.2); but Roman

numerals should never be converted to Arabic for this purpose.

Example: 

Refer  to ii, IV gen er ally , and  V.iii.2.

,ref] 6;ii1 ,,iv g5],y1 &

,v;iii#b4

7.3.8. The braille reference signs  p#   v#   *#  should not be used

where this would involve deviating from print with regard to the spacing or

form of the abbreviation, or to the presence or absence of the abbreviation

point. Of course, no such restriction on their use applies to the writing of braille

which is not derived from a print original.

7.4. SCANSION AND STRESS

7.4.1. Dots 4-5 ^  should be used to represent the print sign for a short or

unstressed syllable. Dots 4-5-6 _  should be used to represent the print sign

for a long or stressed syllable. In general these signs should be brailled before

the first vowel of the syllable, regardless of where they appear in print.

Contractions may normally be used after these signs with the exception of the

wordsigns for us , it  and as , and contractions beginning with a righthand

character.

Example: 

Th � cãrf�w tÇlls th � kn�ll 4f  p ~r t 0ng  d~y 

,?^E C_URF^EW T_OLLS ?^E KN_ELL

^( P_>T^+ D_AY

For simplicity print often uses the long signs only.
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Example: 

The  cãrfew tÇlls the  kn�ll of  p ~r t ing  d~y 

,! C_URFEW T_OLLS ! KN_ELL (

P_>T+ D_AY

7.4.2. Dots 3-6 -, preceded and followed by a space, should be used to mark

the end of a foot where this is shown in print. Dots 3-6 3-6 --, preceded and

followed by a space, should be used to mark a caesura, or the end of a half-line

in Old English verse. Either the foot sign or the caesura sign may begin or end a

braille line. Where a foot sign occurs within a word, a hyphen followed by a

space is inserted after the syllable ending the foot.

Example: 

Still  st and s the  / fore st  pri-/meval, // the  / murmur ing  / p ines and the  /

hemlocks

,/ /&s ! - =e/ pri- - meval1 --

! - murmur+ - p9es &! -

hemlocks

7.4.3. When print uses a sign other than the long or short sign to mark stress,

the accent sign should normally be used in braille.

Example: 

St íll st and s the  fóre st  priméval, the  múrmur ing  p ínes and the  hémlocks

,/@ill /&s ! f@ore/ prim@eval1

! m@urmur+ p@9es &! h@emlocks

7.4.4. If the mark for stress is printed at the end of the stressed syllable, this

arrangement can be followed in braille, and the apostrophe rather than dot 4

should be used. A double apostrophe should be used to mark secondary stress.

Examples: 

prime'val prime'val
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com mu''nica'tion -mu''nica'tion

7.4.5. Dots 5-6 should represent any mark used in print to show doubtful or

variable quantity, such as the long and short quantity marks both appearing

above the same syllable.

Example: 

St7§ ll st ~7nd s ... ,/;ill /;&s

7.5. UNIT ABBREVIATIONS

[For further details on units see Braille Mathematics Notation.]

7.5.1. Braille should use the same unit abbreviations as print, including any

punctuation, even when there is no general agreement in print on their

representation. Capitals should normally be indicated, even if not generally

indicated elsewhere in the transcription.

Examples: 

3 ft. (3 feet) #c ft4

8 L (8 litres) #h ;,l

8 l (8 litres) #h ;l

2 m (2 metres or miles) #b ;m

5 s (5 seconds) #e ;s

5 sec (5 seconds) #e sec

3 V (3 volts) #c ;,v

5 mA (5 milliamperes) #e ;m,a

8 Hz (8 hertz) #h ,hz

13 MW (13 megawatts) #ac ,,mw

7.5.2. When print uses a special symbol, the equivalent braille sign should be

used.
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Example: 

34% (34 percent) #cd 3p

7.5.3. Braille should not use a unit abbreviation when print does not.

7.5.4. Units appearing before the number in print should be brailled close up to

the following numeral sign, however spaced in print. Letters close up to the

following numeral sign do not require a letter sign.

Examples: 

£3 l#c

$2 4#b

€18 @e#ah

f5 f#e

DM6 ,,dm#f

7.5.5. Units appearing after the number in print should follow the number in

braille. Such units should be spaced in braille, apart from the following which

are unspaced:

Single-letter monetary units (which will require the capital sign or the letter

sign)

Monetary symbols

The degree sign °

The minute or foot sign !

The second or inch sign "

Examples: 

55 g (55 grammes) #ee ;g

89p (89 pence) #hi;p
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40c (40 cents) #dj;c

30¢ (30 cents) #cj@c

24.60€ (24 euros 60 cents) #bd1fj@e

60° (60 degrees) #fj0

5! (5 minutes or 5 feet) #e@9

10" (10 seconds or 10 inches) #aj@99

When k or m is added to a number to indicate thousands or millions (not

strictly units), the letter should be spaced or unspaced from the number as in

print, and preceded by a letter sign. bn indicating billions will have to be spaced

from the number in braille since a letter sign is not used (in accordance with

7.1.4).

Examples: 

20k #bj;k

15bn #ae bn

7.5.6. When a unit abbreviation or symbol is used in print as a separator

between numbers, the same procedure should be used in braille, following

print's spacing.

Examples: 

8€50 (8 euros 50) #h@e#ej

6F50 (6 francs 50) #f,f#ej

3m50 (3 minutes 50 seconds) #c;m#ej

However, where a colon is used as a separator, it is generally best to use a

repeated numeral sign only.

Example: 

3:32.68 (3 mins 32.68 seconds) #c#cb1fh

(See also 6.1.8 and 6.1.9.)
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* 7.5.7. When capitals are not generally indicated, capitals should not be shown

in conventional informal abbreviations like the following.

Examples: 

M.P.G. (miles per gallon) m4p4g4

MPH (miles per hour) ;mph

Nor are capitals normally needed for monetary units when capitals are not

generally indicated.

Examples: 

DM6 (6 Deutschmarks) dm#f

Ffr10 (10 French francs) ffr#aj

7.5.8. In accordance with 7.1.4 the letter sign is not required before unit

abbreviations consisting of two or more lower case letters belonging to one

word.

Examples: 

25 cm (25 centimetres) #be cm

10 kg (10 kilogrammes) #aj kg

But: 30 cc (30 cubic centimetres) #cj ;cc

7.5.9. When the pound sign or dollar sign is used without a number, the signs

are brailled as @l and @4 respectively.

Examples: 

The  £ rose ,! @l rose

The  $ fell ,! @4 fell

In such cases the signs for euro and yen are similarly brailled without a numeral

sign.
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Example: 

We accept € and  £ ,we a3ept @e & @l

7.5.10. When the pound sign or dollar sign is used in conjunction with letters in

a monetary unit, the signs are brailled as @l  and @4  respectively. (This

does not apply when the letters represent a quantity, rather than being part of

the unit itself.)

Examples: 

Ir£20 (20 Irish pounds) ,ir@l#bj

A$60 (60 Australian dollars) ,a@4#fj

Sh$50 (50 Shanghai dollars) ,sh@4#ej

The same method should be used in cases such as the following:

Example: 

15,200$00 (15,200 Escudos) #ae'bjj@4#jj

7.5.11. Where print abbreviates large sums of money, braille should follow suit.

Examples: 

£5m (5 million pounds) l#e;m

$3 bn or $3bn (3 billion dollars) 4#c bn

£m (millions of pounds) l#;m

7.5.12. The degree sign is used only with a number. Otherwise dg must be

substituted.

Examples: 

13° (13 degrees) #ac0

21°C (21 degrees Celsius) #ba0,c

°F (degrees Fahrenheit) dg,f
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Note that when the degree sign is absent, the temperature unit should be

spaced in braille, as for other units.

Example: 

21 C (21 degrees Celsius) #ba ;,c

7.5.13. In combined units a dot 3 is used to separate the individual unit symbols

unless an oblique stroke or superscript is present at that point.

Examples: 

3 N m (3 newton metres) #c ,n'm

5 N/m  (5 newtons per square metre) #e ,n_/m+22

8 m s  (8 metre seconds to the power minus 2)!2

#h ;m's+;-2

The informal abbreviation kwh (kilowatt hour) can be treated as a single unit

rather than a compound unit. However, when printed correctly with a capital

W, it should be treated properly as a compound unit.

Examples: 

25 kwh #be ;kwh

25 kWh #be ;k,w'h

7.5.14. The separation sign is required after an index, the degree sign, the

prime or double prime, before following punctuation consisting of a lower a-j. It

is not required in other cases.

Examples: 

3 m; #c ;m2

5 m ; #e ;m+2,22

8°; #h0,2

13°C; #ac0,c2

5!10". #e@9#aj@99,4
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5! 10". #e@9 #aj@99,4

7.5.15. The Greek letter mu (:) for micro should be coded with dot 2, and

capital omega (S) for ohms should be coded with dot 2 dot 6. (Note:

Mathematics notation uses dots 4-6 and dots 4-5-6 for small and capital Greek

letters respectively, instead of dot 2.)

Examples: 

:W (microwatts) 1m,w

50S (50 ohms) #ej 1,w

7.5.16. Where there is more than one number or unit in print, braille should

follow suit.

Examples: 

£30 to £40 l#cj 6l#dj

30 to 40 m #cj 6#dj ;m

1 kg 597 g #a kg #eig ;g

7.5.17. Contractions may generally be used in unit abbreviations according to

the normal rules.

Examples: 

8 in s (8 inches) #h 9s

1 in  (1 inch) #a 9

1 in. (1 inch) #a in4

5 m in s (5 minutes) #e m9s

11 st (11 stones) #aa st

11 st. (11 stones) #aa st4

12 yrs 6 m ths (12 years 6 months) #ab ;yrs #f m?s

7.5.18. A unit abbreviation which would precede the numeral sign may precede

the letter sign also.



8. USE OF CONTRACTIONS

91

Examples: 

£x (x pounds) l;x

$y (y dollars) 4;y

7.5.19. Imperial currency should be brailled according to present rules, and not

according to those which were in force when the currency was valid. Braille

should therefore seek to follow print practice as far as possible.

Examples: 

£1 17s 6d l#a #ag;s #f;d

12s. 6 #ab;s #f

2s.6d. #b;s#f;d

2/6 #b_/#f

2/- #b_/-

7.5.20. In literary contexts numbers can be freely separated from following

spaced units at the end of a braille line. However, in mathematical texts

separation is generally avoided.

8. USE OF CONTRACTIONS
8.1. GENERAL

8.1.1. When a contraction is itself the subject of discourse, it may be desirable

that the letters or word for which it stands should be partly or fully written out.

Examples: 

the  con trac tion  for  in to should  be  used

But: must  is not  con tracted  in  must ard.
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8.2. SIMPLE UPPER WORDSIGNS

8.2.1. Simple upper wordsigns may be preceded or followed by punctuation

signs, and may be preceded by the italic or capital signs and by the contractions

to , into  and by .

Example: 

"You  have  to go !" 8,Y .H 6G60

8.2.2. Letters or contractions should not directly adjoin these wordsigns.

Examples: ch ildlike; like ness ; peoples; st iller ; wh ich ever ; with ou t.

They should not be used in cases like the following where a quote sign

intervenes:

Example: 

"must  have"s 8m/ have0s

8.2.3. Simple upper wordsigns should generally be used before the apostrophe

followed by d, ll, re, s, t, ve.

Examples: can 't; people 's ; this 'll; you 'd; you 're; you 's; you 've.

They should not be used in rarer colloquial forms.

Examples: more'n; you 'm.

They should not be used after the apostrophe.

Examples: d'you ; t'have.

8.2.4. These wordsigns may be used when joined by the hyphen in compound

words.

Examples: child - like ; do - it - yourself .
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However, they may not be used before or after a hyphen in a word divided at

the braille line.

Examples: ch ild- like; every- th ing ; fur ther- more; good- will; more- over ; un-

like; wh ich - ever .

8.2.5. These contractions should generally be used whatever the meaning of

the word.

Examples: but  and  b en ; can -can ; g in -and - It ; have  a go ; Very  li gh ts;

so -and -so ; water ing -can ; wh isky- still ; will  and  te stament ; will -o'- the -wisp.

However, they should not be used for foreign words (e.g. "was" and "so" in

German, "As" used in Arabic names); and in some other cases they should also

be avoided.

Examples: as (Roman coin); do, so (musical notes).

8.2.6. A simple upper wordsign should not be used before a full stop or an

interruptive dash if there could be reasonable doubt in the context as to

whether the character representing it should be read as a wordsign or as a

letter of the alphabet.

Examples: 

D. S. met H. L. but  he never  met T. More.

M. spoke to P. before  he spoke to you .

Sequencing

8.2.7. The words and , for , of , the , with , a  should generally follow one

another without a space if occurring on the same braille line, even when a sense

break or natural pause is present.

Examples: 

He is with the  of ficer  of the  watch .

,he is )! (fic] (! wat*4

The  en d of a  p er fect day .

He look ed  grim and of a  sad disposi tion .
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for of  course ...

In and  out  of the  room.

Him  we th ink of and  love.

for and  against .

The  book I was  look ing  for the  o the r day .

He was  th ought  of with  respect.

the with  prof its s ch eme

However, a space should be left between such words when one of them is part

of a hyphenated compound word.

Examples: of - and  for -organis ation s; uncalled - for  and  out  of  ord er ; the

with -prof its s cheme.

When "a" represents a foreign word it should not be sequenced to English

words in this group.

Example: 

the  a priori ! a priori

* 8.2.8. When capitals are not shown sequencing is still permissible for proper

names.

Example: 

He came for With he came =)

8.2.9. When such words are sequenced, they do not extend the scope of italic

or capital signs to cover other words in the sequence.

Examples: 

He was  for the  mo tion .

,he 0 .=! mo;n4

He ate a cake AND a  banana.

,he ate a cake ,,&a banana4
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8.2.10. If a capital or italic indicator or termination sign intervenes within a

continuous group of the words and , for , of , the , with , a , the words should

not be sequenced at that point.

Examples: 

He ask ed  for  The  Time s.

,he ask$ = ,! ,"ts4

CAN  I GO  WITH  the  man?

,,,c i g ),' ! man8

He was  one  of  the  Jone ses.

,he 0 "o ( .! ,j"oses4

B inyon's For  The  Fallen .

,b9yon's .,= .,! .,fall54

A ch orus of  for  he's a jolly good  fellow .

,a *orus ( ..= he's a jolly gd

fell[4.'

through  and  out  of  the  tunnel. 

.."? & \ (.' ! tunnel4

But notice the following.

Example: 

Bo th  now  and for the  next five year s.

,bo? n[ ..&=! next five ye>s4.'

8.3. SIMPLE UPPER GROUPSIGNS

8.3.1. The contractions and , for , of , the , with , ch , gh , sh , th , wh , ed , er ,

ou , ow , st , ar  should generally be used wherever the letters they represent

occur.

Examples: af fore st ation ; ar row ; bac ch analia; de er ; d erelict; dou gh ; ed ict;

fa sh ion; gh o st ; ne ed ; of fice; ou ter ; ow ner ; p eddled ; prof ound ; ro of ;

sh ow er ; smoo the d; sofa; sou th ; sou thern; st and ard; tow ards; w and er ;

with er .
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8.3.2. When in colloquial forms the apostrophe is intentionally omitted in print,

simple upper groupsigns should be used in the following cases, but simple

wordsigns and shortforms must not be used.

Examples: h ed ; sh ed ; w ed ; w ere; youre (for he'd, she'd, etc.).

8.3.3. The contraction for sh  should not be used in the exclamation demanding

silence unless there is a plurality of s's or h's.

Examples: sh! s sh ! sh hh! .

8.3.4. In ordinal numbers the contractions st  and th  are used.

Examples: 1 st ; 4 th .

When a letter is followed by the ordinal termination th, the th should be

contracted and written unspaced from the letter, even though contractions are

not normally used after the letter sign (see 5.6.12).

Example: n th .

ble  and ing

8.3.5. These groupsigns may not be used at the beginning of a word. However,

they may generally be used in the middle or at the end of a word wherever the

letters they represent occur. They may not be used after a hyphen in a

hyphenated compound word, though they may be used at the beginning of a

braille line in a divided word.

Examples: adorable ; awn- ing s (divided at the braille line); blemish ; d inghy;

dis t inguish ; em- ble m (divided at the braille line); g ingham; in gle; in gram;

ingratitude; m er ingue; no ble r; over - ingratiat ing ; pro ble m; rabble ; s inge;

S ingh; ski ing ; ski- ing ; to- ing  and  fro- ing ; wh ist l ing .

8.3.6. The contraction for ing  should be used whether the g is pronounced

hard or soft.
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Examples: cr ing ing ; g ing er ; nigh t ingale; s ing ing .

8.3.7. The contraction for ble  may not generally be used before the letters a or

n.

Examples: pitchblende; tableau.

8.4. LOWER CONTRACTIONS

8.4.1. Any number of lower contractions and punctuation signs may follow one

another without an intervening space, provided that the string includes an upper

sign and that all other rules are observed.

Examples: 

que en -consort QUE5-3SORT

"sudd en !" 8SU4560 

to com e in; 6-E IN2 

"where  are we go in '?" 8": >E WE GO9'80 

8.4.2. The presence of the italic sign or line sign does not affect the use of

lower signs.

Examples:  

by con sider ing  .0.3sid]+ 

to be .6.be 

disen- tangle .4en- tangle 

into disuse .96.4use 

was  it  en ou gh ? .0 .x .5\<8 

in./ en ou gh –/ in4> 5\<--> 

8.4.3. Lower contractions may only be used after capital signs if the string

includes an upper sign.



8. USE OF CONTRACTIONS

98

Examples:  

Wh en  We W ere Very  Young

,:5 ,we ,w]e ,v ,"y 

In -laws ,9-laws 

Be quiet ,be quiet 

8.4.4. The contractions for be , con , dis , en  and in  may not be used at the

beginning of a word before a hyphen occurring at the end of a braille line. This

even applies when they are in contact with a letter of the alphabet or an upper

contraction through a preceding hyphen or dash.

Examples: 

It 's so –in- dis t inct. 

well-be- haved . 

to , into , by  

8.4.5. These lower wordsigns should be written unspaced from a word which

follows on the same braille line, even when a sense break or natural pause is

present.

Examples:  

By and  by he w en t to s ch ool by bus.

,0& 0he w5t 6s*ool 0bus4 

It  was  divided  into at lea st  th ree part s. 

His pay was  not  in crea sed  by as  much  as  that . 

By and  large sh e stood by h er  decision . 

Into or out  of the  h ouse. 

Sh e came by the  sh op ye st er day . 

It  was  refer red  to ye st er day . 

C ow s passed  by from  time  to time . 

This  is some th ing  I shall  have  to go  into tomorrow . 

Birds flew to and  fro.

TO me ,,6me 

8.4.6. These contractions may be sequenced to one another.
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Examples:  

He was  refer red  to by name .

,he 0 ref]r$ 60"n4 

This  ne ed s look ing  into to f ind the  cause. 

8.4.7. When one of these words is followed by be, enough, were, his, in, was,

the first word only in the group should be contracted.

Examples:  

He wish ed  to be consulted  by his friend s.

,he wi%$ 6be 3sult$ 0his frs4 

Have  we gone  into en ou gh  detail? 

Wh at the y swore by was tomato soup. 

We fell to in the  high  st reet. 

The  rooms that  I look ed  into w ere empty. 

by en ou gh– the n 05\<--!n

8.4.8. These contractions may be used after open quotes, open brackets, the

oblique stroke and the dash. They may be used before the numeral, letter and

accent signs and before or after the italic signs.

Examples:  

"To err is human."

8,6]r is human40 

Up to 1984.

,up 6#aihd4 

He trea ted  us  to éclairs.

,he tr1t$ u 6@eclairs4 

by default.

.0.default4 

x into y does not  go .

;x 96;y does n g4 
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8.4.9. to , into  and by  may be contracted and sequenced to the following word

when a capital indicator intervenes.

Examples: 

It  was  by Mozar t. 

,x 0 0,moz>t4 

It  was  by J S Bach . 

,x 0 0;,j ;,s ,ba*4 

He w en t into THE  DUNGEON!

,he w5t 96,,! ,,dungeon6

8.4.10. These contractions must not be used as parts of words.

Examples: byg one ; in toxicant; tow ards.

8.4.11. They may not be used in the following cases: before or after the

hyphen or apostrophe; before the ellipsis; before other punctuation.

Examples: 

well-to-do  

lean-to gre enh ou se 

to 'im 

go  to ... 

Wh at is m eant by "squar ing  the  circle"? 

to ( the  c ity  of ) London

Nor may they be used before computer code indicators or electronic addresses

brailled in grade one (see 5.3.7).

8.4.12. They may be used after, but not before, mathematical signs other than

the numeral sign.

Examples:  

To live = to ch ange

The  temp erature dropped  from  +2° to !3°.
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8.4.13. The two braille characters of the contraction for into  must be

contiguous on the same braille line.

be , were , his , was

8.4.14. These wordsigns may be preceded by the italic sign. They may not be

used in conjunction with any other sign. (For the letter group be  see

8.4.16-18.) The signs for were , his  and was  may not be used as parts of words.

Examples: 

He was  plea sed . ,he .0 pl1s$4

As  you  w ere!

It  may be.

He is devoted  to his bicycle.

A would -be actor.

He came–his si st er  too.

It  wasn't a w erewolf.

Was it ? ,was x8

8.4.15. Although the lower contractions be , were , his  and was  may not be

used in conjunction with a dash occurring in the same braille line, they may be

used if they are separated from the dash by the ending of a braille line.

Examples: 

It  was– (new line) his  choice.

It  was  (new line) –his choice.

However, the contraction be  should not be used when the word is part of a

compound hyphenated word, even when separated by the end of a braille line.

Example: would - (new line) be

be , con , dis , com

8.4.16. The contractions for be , con  and dis  may be used at the beginning of a

word or after a hyphen in a hyphenated compound word, provided the letters
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they represent constitute a syllable, and in the case of be  it must be an

unstressed syllable. They may not be used elsewhere in a word.

Examples: be come; unbecom ing ; be nign; b enefit; connect; dis connect;

dis t in ct; indist in ct; better ; conch ; disc; dish evelled ; self-dis cipl ine.

Note, however, the following exceptions in which the contraction be  should be

used:

Examples: be ing ; be in'.

8.4.17. be , con  and dis  may not be contracted before or after the apostrophe,

or before the hyphen.

Examples: be'ave; dis'e ar ten ed ; be-all; con-man.

8.4.18. The contractions for be , con , dis  and com , where permissible in a

complete word, should be used in a recognised abbreviation of that word.

Examples: com p. (composition); con j. (conjunction); Conn. (Connecticut);

con t. (continued); dis t. (district).

But where the letters forming the contraction are not followed by the next

letter of the complete word, the contraction may not be used.

Examples: mod cons; pros and  cons.

8.4.19. The contraction for com  may only be used at the beginning of a word,

but it need not form a syllable.

Examples: com a; com b; com e; com fort; by com p ar ison; to com e.

But it must not be used when the letters ‘co’ are added to a complete word to

give a word of cognate meaning.

Examples: comates; com ing le.
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8.4.20. The contraction for com  must not be used in contact with the

apostrophe, hyphen or dash.

Examples: com'st ; in -com er ; mo st–comely.

But com  may be contracted if separated from the dash by the ending of a

braille line.

Examples: 

don't be– (new line) com plac en t.

don't be  (new line) –complac en t.

8.4.21. The contractions for be , con , dis , com  may only be used at the

beginning of a braille line in a divided word when the fragment on the new line

is a dictionary word of cognate meaning and the contractions would be

permissible in that word.

Examples: ill- conceive d; in- dis t in ct; re- concili ation ; self- dis cipl ine; un-

be liever ; wel- com e; well- be loved ; But: ac- compli sh ; aphro- disiac; ba- con;

B en- dis; Eliza- be th an; re- concile.

enough , en , in

8.4.22. The lower contractions for en  and in  should generally be used

wherever the letters they represent occur.

Examples: B en en d en ; en g ine; fem in ine; f in al; gen ome; l in en ; pen in sula.

8.4.23. The contraction for en  may not be used when the letters form a word

or an element of a hyphenated compound word.

Examples: Aix-en-Prov ence ; Ch ou  En-lai; en rou te; en saga.

8.4.24. The signs which represent the words enough  and in  may generally be

used whenever these words occur. But they may only be used in conjunction

with punctuation if the string includes an upper sign. (Note, however, 8.4.7.)
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Examples: 

He had  enough – more  th an en ou gh .

,he _h 5--m ?an 5\<4

The y stayed  with  their  in -laws.

"T ea ch - in " was  the  phrase he used .

Enough 's as  good  as  a fea st .

It  was  enough– 6.

"He st amp ed  his  foot–' In  that  case I've had  enough '– and  sh u ff led  of f."

< in  file>

ea  and Double Letters

8.4.25. The contractions for ea , bb , cc , dd , ff  and gg  may only be used when

these letters occur between letters or contractions in the same word written in

one braille line. They must not begin or end a braille line. They may be used

before the accent sign.

Examples: abb é; add s; bea t; dagg er ; sea s; but: add; easy; mo th -eaten ; pea-

nut; sea.

8.4.26. The contraction for ea  and the double letter contractions should not be

used before or after the apostrophe or hyphen.

Examples: cliff's; 'ead; egg-sh ell; robb'd; sea'orse.

ea

8.4.27. In general the ea  contraction should be used whenever ea  occurs

within a word.

Examples: acreage; ar eas; changeabil ity ; crea te; crea tiv ity ; del in ea te;

Europ ean; forese eably; idea li st ic; idea s; laurea te ; likea ble ; l in eage; l in ea l;

mallea ble  ; mileage; miscreant; nausea t ing ; oceanic; pageant; peacea ble ;

p erm ea ble ; perm ea te; ratea ble ; rea l ity ; rosea te; sea s.

8.4.28. In an unhyphenated compound word, when the first element ends or

the second element begins with ea , the ea  should be contracted.
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Examples: ar eaway; mo th ea ten ; nor th ea st ; seaman; speak ea sy;

spread eagle; tea time .

8.4.29. The contraction for ea  should not be used when the letters belong to

two distinct syllables and the a does not begin a suffix, or when the form of a

root word would be excessively distorted.

Examples: aurora borealis; be atific; gen ealogy; habeas corpus; hanseatic;

Neapolitan; orgeat; pancreas; p ineapple.

8.5. COMPOSITE WORDSIGNS

Dot 4-5 Contractions

8.5.1. The contraction for word  should be used wherever the letters it

represents occur.

Examples: foreword ; sword ; word iness ; Word sworth .

However, the contractions for upon , these , those  and whose  should only be

used where they retain their meanings as whole words.

Examples: here upon ; where upon ; whose so ever ; but: coupon; Dupont;

hypo the ses; Thoseby.

Dots 4-5-6 Contractions

8.5.2. The following contractions should generally be used wherever the letters

they represent occur: cannot , many , spirit , world , their .

Examples: dispirit ed ; G er many ; Ro many ; their s; world ly.

The contraction had  may generally be used when the a is short, unless the

preference rule (8.8.5) directs otherwise.

Examples: hadn't; Hadrian; haddock.
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Dot 5 Contractions

8.5.3. In general the following dot 5 contractions should be used wherever the

letters they represent occur: day , father , know , lord , mother , question , right ,

work , young , character , through , ought .

Examples: acknow led ge; a right ; bought ; character ise; character i st ic; doughty;

drought ; father ly; fought ; lord ly; mid day ; playw right ; question naire;

righte ou s; smother ; through ou t; work shop; young er ; but: ch emo the rapy;

ch lordane; Dwork in ; Lucknow .

8.5.4.  The contraction for ever  may only be used when the stress is on the

first e and the letter group is not preceded by an e or i.

Examples: lever ; fever ; never ; sever ; several; but: be liever ; persevere;

reverb erate; revere; severe; sever ity .

8.5.5. The contraction for here  may only be used when the letters it

represents are pronounced as one syllable.

Examples: adhere ; here to; here with ; sphere ; but: h eresy; H erew ard.

8.5.6. The contraction for name  may only be used when the letters it

represents are pronounced as one syllable.

Examples: name ly; name r; name sake; unname d; but: enamel; ornament ;

unam end ed .

8.5.7. The contraction for one  should in general only be used when all three

letters it represents are pronounced as one syllable. In addition, the contraction

should be used in the word ending "oney". 

Examples: alone ; bone ; done ; gone ; h oney; lone ly; m one y; phone y; st one ;

teleph one ; but: anemone; bayonet; colonel; phonetic; soone st .

However, note the following exceptions.

Examples: h one st ; m one tary.
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8.5.8. The contraction for part  should generally be used wherever the letters it

represents occur.

Examples: apartheid; part erre; part ial; part icular ; partook; re partee; spartan.

However, the th  or the  contractions should be used in preference in words

where th  is pronounced as a single sound.

Examples: P ar th ian; P ar the non.

8.5.9. The contraction for some  should be used wherever the letters it

represents form a definite syllable of the basic word.

Examples: ch romo some ; h and some ; h and some r; h and some st ; but:

blossom ed ; gasometer ; ransom ed ; som ersault.

8.5.10. The contraction for time  should only be used when the letters it

represents are pronounced as the word "time".

Examples: m ar itime ; some time s; time r; time s; Time x; but: cen time;

cen timetre; Mortim er ; multim ed ia.

8.5.11. The contraction for under  should be used except when the letters it

represents are immediately preceded by the vowels a or o.

Examples: blunder ; funder ; th under ; undertake; but: bound er ; launder ;

maunder .

In addition it should not be used when only the un is a prefix.

Example: under ived .

8.5.12. The contraction for there  may only be used in words of which the

word "there" forms a component part.

Examples: there about s; there after ; there from; but: e the rea l; smithe reen s.
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8.5.13. The contraction for where  should generally be used wherever the

letters it represents occur.

Examples: no where ; where upon ; but: wh ere'er ; wh er ever .

8.6. COMPOSITE GROUPSIGNS

8.6.1. Contractions formed with dots 4-6, 5-6 and 6 should generally be used

wherever the letters they represent occur except at the beginning of a word.

Examples: 

b less ing ; c ance l; d ancer; enhanced; m ounta in ; persuasion ; sound ;

w ound ed

bas tion ; cement ; Gu in ness ; incongruou s; in f in ity ; la ity ; m ongoose;

s in ful ness ; spong e; th ence

cre ation ; r ation ally ; re ally ; rotation ; squally

8.6.2. These contractions may not follow the apostrophe.

Examples: bo'ness; grey'ound (greyhound); 'ound (hound); 'tion! (attention).

8.6.3. These contractions may generally be used after the hyphen where a

word has been divided between two braille lines.

However, in a hyphenated word appearing wholly on one print line they must

not be used after the hyphen. This even applies when a midline hyphen in print

happens to occur at the end of the line in braille.

Examples: channel-less; cre-a tion ; one -ness; refer -ence.

8.6.4. The contraction for ong  should be used whether the g is pronounced

hard or soft.

Examples: longev ity ; m ongrel; prong ; sponge; uncong en ial.

8.6.5. The contraction for ness  may be used in feminine endings except when

preceded by e or i, in which case the contractions for en  or in  should be used.
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Examples: b aro ness ; gover ness ; lio ness ; m ar ch io ness ; but: ch iefta iness;

citizen ess.

8.6.6. The contraction for ity  should not be used in words like the following.

Examples: biscuity; fruity; hoity-toity; rabb ity.

8.6.7. The dot 6 contractions ally  and ation  may not be used when

immediately preceded by a capital indicator or terminator, but are otherwise

unaffected by the presence of capitals.

Examples: 

N ation ally ,n,n,y

tALLY t,,ally

tAlly t,ally

nA tion n,a;n

nA TION n,,a;n

McN ally ,mc;,n,y

8.7. SHORTFORMS

8.7.1. Shortforms can in general be used wherever they occur as whole words,

whatever their meaning.

Examples: according  (agreeing, granting); letter  (epistle, one who lets, etc.);

must  (obligation, mould, new wine, etc.); quick  (alive, fast).

8.7.2. They may be preceded and followed by additions provided there is no

interference with spelling, the basic word retains its original meaning, and the

resultant word could not be mistaken for another word.

Examples: children 's; get- together ; good ies; greate st ; letter ed ; but:

be friend ed ; bl ind ed ; declar ation ; must ard; sh ou ld er .
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8.7.3. Shortforms composed of the first letters of a word (e.g. after , blind ,

friend ) may not be used before a vowel when the resulting combination of

letters could be mistakenly pronounced as a word.

Examples: aftere ffects; be friend ed ; bl ind ing ; but: blind fold.

8.7.4. Shortforms may not be divided onto two braille lines, but, if occurring at

the end of a braille line, may be joined by a hyphen to additions on the following

line.

Example: immediate - ly

They may also be used at the beginning of a braille line in a divided word.

Examples: here in - before ; pre- conceived.

8.7.5. It is sometimes advisable for names, words or pronounceable

letter-groups, when they could be confused with shortforms in braille, to be

preceded by the letter sign. The presence of the capital sign does not affect the

need for a letter sign. (Note that the letter sign is not needed in this context in

grade 1 braille, since there is no confusion with shortforms in that case.)

Examples: 

ab in itio ;ab 9itio 

Al-Azar ;,al-,az>

Al Capone ;,al ,cap"o 

Al Fayyum ;,al ,fayyum 

al fresco ;al fresco 

et al et ;al 

et al. et ;al4 

M in  of  Ag and  Fi sh ,m9 ( ;,ag & ,fi% 

hm ;hm
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8.7.6. When confusion would occur in proper names containing letters which

make up shortforms but do not stand for such, these names should be

preceded by the letter sign and no contraction should be used within a

complete name.

Examples: 

Afyon ;,afyon

but: 

S chneid er  ,s*neid]

8.8. PREFERENCE

8.8.1. Preference should normally be given to contractions which cause a word

to occupy fewer cells, unless this would result in serious distortion.

Examples: advanced; a right ; bas tion ; dance r; happiness ; me and er ; name d;

time r; ven geance ; with er ; but: tableau.

8.8.2. The contractions for and , for , of , the , with  should be used in

preference to other contractions, provided their use does not waste space.

Examples: ba the d; ef for t; of fer ; o the r; the atre; the n; but: th ence .

8.8.3. Simple upper groupsigns should be used in preference to simple lower

groupsigns, provided their use does not waste space.

Examples: af ford; cob ble r; cof fee; fe ar ; gab bled; near ly; nuclear ; rab ble ;

sacch ar ine; w edd ing ; but: dis t in ct; dis turb ed .

However, in some unhyphenated compound words, or words beginning with a

prefix, it is preferable to use a lower groupsign instead of an upper, so as to

avoid bridging.

Examples: be dragg led ; be rated ; eggh ead; flea ridd en ; tea room.
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8.8.4. In the string "ben" occurring at the beginning of a word, the contraction

be  is used in preference to en , if it constitutes an unstressed syllable. See

8.4.16.

Examples: benigh ted ; but: benz ine.

8.8.5. Simple groupsigns should generally be preferred to composite

contractions, provided their use does not waste space.

Examples: adh er ent; adh er er ; coh er ed ; com m enced ; com ponent; congo;

congratulate; congru ity  (as contrasted with in congru ity ); e ffulgen t;

exp er ienced ; fenced ; ga the red ; hadd ock; h er ed ity ; in flu encea ble ;

poison ed ; prison er ; sh adow ; silencer ; sli the red ; Sp encer ; telephoned ;

ton er ; w ea the red .

However, if the form of the word would otherwise be distorted, composite

contractions should be used.

Examples: cone y; limb less ; mid day ; st ronghold; where as.

8.8.6. Contractions should not be used which would upset the usual

pronunciation of words.

Examples: as th ma not a sthma; cre ation  not crea tion ; di sh evelled  not

dishevelled ; g ingham not g in gh am; is thmus not i sthmus; po sthum ous not

pos thum ous.

8.9. BRIDGING

Prefixes

8.9.1. In general, contractions which bridge a prefix and the remainder of a

word are permissible unless their use would make the word hard to assimilate

by the reader. In particular, the contractions ed , en , er , of  and st  are

permissible. Note, however, the second paragraph of 8.8.3, whereby a lower

contraction may be used in preference to one of these upper contractions to

avoid bridging.
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Examples: 

d educe; den ation alise; denom inator; denote; derail; derange;

ed ict; mistake; mist erm; prede st ine; pred icament ; pred ic tion ;

predom inate; prerogative; prof ile; prof ound ; profu sion ; red ou ble ; renew

But: aerofoil; be rated ; comate; deactivate; disulphide; inessen tial;

kilowatt; mishe ar ; react; readmit; sublet

8.9.2. Except in the case of the contraction for ea  it is usually not advisable to

take advantage of a prefix in order to use a contraction which could not have

been used in the original word.

Examples: dis ingenuou s; electro encephalogram; unblemish ed ; unfulfilled ;

unlessoned ; but: dis ea se; unea ta ble .

Suffixes

8.9.3. Generally speaking, a contraction may bridge a word and its suffix.

Examples: boredom; duk edom; fre edom; orangery; savager .

However, bridging contractions should be avoided when aspirated h is

preceded by c, g, s, t or w, and in certain other cases.

Examples: Cunnyngham; knigh thood; biscuity; orangeade.

Compound Words

8.9.4. Contractions should not be used to bridge the elements of compound

words.

Examples: bottleneck; h eaddress; hideaway; indiarubb er ; in sofar ; kettledrum;

pa in stak ing ; stateroom.

8.9.5. The contractions for ch , gh , sh , th , the , wh  should not be used when

the h is aspirated at the beginning of a clearly marked syllable.

Examples: carthorse; cow h erd; eggh ead; grasshopper ; longh and ; rawhide;

st ronghold; sweethe ar t.
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Diphthongs

8.9.6. The contraction for ea  should not be used when the e or a forms part of

the diphthong ae, whether printed as such or not.

Examples: Judaean; Liliaceae.

8.9.7. In other cases contractions can be used.

Examples: diaeresis; en cyclopaed ia; pho en ix; Betws-y-Co ed ; Blaen au

Ffe st in iog; Caernarvon; Ba ed ek er ; Go er ing ; Gruen feld; Sch o en b erg.

8.10. ENGLISH NAMES

8.10.1. The general rules on the use of contractions apply. Care should be

exercised not to use contractions which would contribute to the

mispronunciation of names.

8.10.2. Simple upper wordsigns may be used for proper names (but see 8.2.6).

Examples: Th omas More ; Will  Shakespeare; Sa in t- Just ; Rob er t Child ; William

Grant Still .

8.10.3. Simple groupsigns should generally be used in English proper names,

subject to 8.10.1.

Examples: Anth ony; Cast lerea gh ; Ch a th am; Com bes; Conrad; Co sh am;

Lan gh am; Langh olm; Sou th en d; The lma.

(For other examples see Appendix III.)

* 8.10.4. The contractions for cc  and ch  must not be used in names where

Mac or Mc forms a prefix meaning "son of".

Examples: McCall; MacConnach ie; MacHattie; McHugh .
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8.10.5. The contraction for con  should not be used in names having the O'

prefix.

Examples: O'Connor; O'Connell.

8.10.6. Composite contractions, including shortforms, may be used as the

whole or part of English proper names, subject to 8.10.1.

Examples: B righton; Day ; Dolittle; Good ; Goodge St reet; Good w in ;

Greatorex; Hadd on (see 8.8.5); Had ley; Little ; Little wood; Lord ; Mist ress

Quick ly; Much  W en lock; Saunders; Som erset; W ally ; Young .

8.11. FOREIGN WORDS AND NAMES

8.11.1. Foreign words and phrases, sentences, titles, names, etc., may generally

be contracted, whether or not they are italicized or quoted. The general rules

on the use of contractions apply. Care should be exercised not to use

contractions which would contribute to the mispronunciation of words.

Examples: And reas; Antigone; Ant inous; Beethoven ; Bocch er in i; Bundestag;

Ch ar leroi; Dach shund; fédération ; Diagh ilev; édi tion ; ex parte; Ga sth of ;

Goe the ; L en ingrad; Liebestod; Llandaff; Montreal; n ation  (French); reale;

Reich stag; stadthold er ; table  d'hôte; télévi sion ; Villeneuve; W ence slas.

8.11.2. Extended pieces of foreign text (e.g. a whole paragraph) are, however,

better left entirely uncontracted.

8.11.3. In Welsh words brailled in Standard English Braille, the contraction ed

should not be used in the group "edd" because "dd" is a distinct letter in Welsh.

However the contraction dd  may be used in this case. Similarly, in the group

"off" the contraction ff  is used, but not of .

Example: eiste dd fod

8.11.4. In words such as "Skovgaard" in which "aa" is used to represent the

letter a with a superscript circle, the ar  contraction may still be used.
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8.11.5. In Greek words transliterated into Roman script the combination "sth"

should have th  or the  contracted (representing the letter theta), and not st .

8.11.6. English contractions are not used in text employing the special signs for

accented letters (Appendix II).

8.12. EARLY ENGLISH

8.12.1. In general, passages in English written after about 1300 may be

contracted. However, the following list demonstrates the need for extreme

care.

Examples: acrosse (not acrosse); aga ine (not againe); bo the  (both); c ou ld

(cold); day nty (dainty); dole ful l (doleful); ffir st  (not f first ); fful (full); for th e

(forth, to avoid confusion with the words " for  the "); gen til lesse; gen tlenes

(gentleness); hadd e (not had de); h ea the nesse (heathendom); himselfe (not

himselfe); lou e (love); mone the  (month); one ly (only); ou er  (over); sone s

(sons); soone (not so one ); such e (not such e, which is a variant spelling of

"she"); swolewith  (swallows); worlde; yoonge (not yo onge); youre (to avoid

confusion with yre, which is a variant spelling of "ire").

8.12.2. The shortform "al" ("also") should not be used in passages where it

might be read as a variant spelling of "all".

8.12.3. Where the special old English letters are used (see Appendix I (C)), and

in passages written before about 1300, permissible contractions are greatly

restricted.

8.13. STAMMERED, LISPED AND SLURRED WORDS

8.13.1. A hyphen should be used in braille to divide stammered syllables

regardless of whether print uses a hyphen or a dash. The letter(s) or

contraction preceding and following the hyphen should be identical.

Examples: b-b-because; g-gho st ; gr-ground ; lea-leave; m-must ; th - th ese;

w-what; wh -wh at; wh -wh ere.
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8.13.2. Stammered words should not be preceded by the letter sign and should

not be divided at the braille line unless at least three stammered syllables

appear on the first line.

8.13.3. For the sake of clarity simple wordsigns should be avoided in

stammered words.

Examples: c-can; c-can't; g-go; th - th is; w-was; w-will.

8.13.4. If print does not separate the stammered or slurred letters of a word, a

hyphen should not be inserted in braille. Simple groupsigns may be used across

the boundary of slurred or stammered letters, but not composite groupsigns or

shortforms.

Examples: coooo ountry; gggood; lllittle; loooong; si st er rrr .

8.13.5. In transcribing lisped or slurred words the th  contraction should be

used, but not the .

Examples: th enotaph (cenotaph); sis th er  (sister); th u th p en th e (suspense).

8.13.6. When stammered words are italicized, each element separated by a

hyphen is counted as a separate word as regards italics (see 5.5.9).

Example: s-si st er .s-.si/]

8.14 WORD ENDINGS

8.14.1. Word endings, which occur frequently in dictionaries and grammar

books, and also elsewhere, are generally prefixed in print by a hyphen or swung

dash, for which a hyphen should normally be used in braille.

8.14.2. The following contractions may not be used at the beginning of a word

ending: ble , ing , ea , the double letter contractions, contractions beginning with

dots 4-6, 5-6 or 6, and all simple wordsigns; but subsidiary contractions may be

used.
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Examples: -a tional; -bled ; -ccio; -ean; -en ce; - in g; -ount.

8.14.3. The contractions for be , con , dis , com  may only be used at the

beginning of a word ending under the same conditions as at the beginning of a

runover in a divided word (see 8.4.21); in addition com  cannot be contracted

after a hyphen (see 8.4.20).

8.14.4. Where the italicized ending of a word stands alone and is preceded by a

hyphen, the italic sign should follow the hyphen.

Example: 

"word s end ing  with  - in g."

8^ws 5d+ ) -.9g40

The letter sign can often be substituted for the combination of hyphen and italic

sign.

Example: 

"word s end ing  with  -ing."

8^ws 5d+ ) ;ing40 

8.14.5. All word endings must contain an upper sign. The italic sign does not

count as an upper sign for this purpose.

Example: -in -.in

9. LAYOUT AND BOOK WORK
9.1. GENERAL

9.1.1. The paragraphs of section 9 are intended to provide guidance in matters

of layout. Some diversity will always exist where formatting procedures are

concerned.
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9.1.2. It may be advisable to contact one of the principal publishers of braille

before tackling transcriptions which involve particularly complicated layout

procedures, e.g. tables, genealogies, concrete poetry, elaborate notes.

9.1.3. In interline transcriptions it may be inadvisable to use blank lines. Thus

certain procedures outlined below may have to be modified.

9.1.4. The page information line, which should appear at the top of each braille

page, should contain, if at all possible, all of the following four items: the print

page number (which should occupy the first cells of the line); the lowest ranking

meaningful title, abbreviated as necessary, which may be that of the book itself,

or of a section of it; the lowest ranking meaningful divisional number or number

group; and the braille page number (which should occupy the last cells of the

line). It should aim to be as informative as the space available permits. The first

three items of information should relate to the material appearing on the last

line of the braille page in question, and if this last line contains only the print

page turn (see 9.1.5), it is the new print page number which should be shown

on the information line. The first item should consist of a single number, and

not a range. The order of the second and third items will depend on whether

the number or number group is that of the title in question, or whether it is

subordinate to it. A title page does not require a page information line, and

there are other situations where not all four items would be appropriate.

9.1.5. Where print page turns are shown, the print page indicator should be

followed (unspaced) by the new print page number, and this combination,

which should be centred on a line alone, may appear on any line of a page

except the page information line.

9.1.6. Several types of heading are available in braille:

(1) Centred heading;

(2) Cell 1 side heading with runovers in cell 5, preceded by a blank line or

centred heading, and followed by a cell 3 paragraph;

(3) Cell 3 side heading followed by a cell 3 paragraph;
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(4) Cell 3 side heading followed by a full stop, a short dash  and the continuation

of the text.

These types of heading may be used to indicate diminishing levels of

importance.

Headings of type (1) may be used with an end marker, usually a centred line of

12 colons or 12 commas, which is placed at the end of the section to which the

heading refers. The use of end markers usually indicates a higher importance

than their absence, and colons indicate a higher importance than commas. A

line of 12 colons is typically used at the end of chapters.

Italicized versions of types (2), (3) and (4) are also available; though when type

(4) is italicized, the short dash is not required in braille unless it is used in print.

The italicized version of a heading usually indicates a higher level of importance

than the unitalicized version

9.1.7. Where print uses bullet points, dashes, hyphens, squares, bars or stars

before the items in a series of points each starting on a new line, braille should

normally omit the print symbols and begin each point in cell 5 with runovers in

cell 1. However, where it is considered desirable to retain the symbols the

equivalent braille signs should be used (see 7.2.10).

9.1.8. When signs are borrowed from a specialist code or have to be invented,

they should be listed on a special signs page at the beginning of each volume,

unless the volume contains only prefatory or concluding matter in which the

special signs do not occur. This page should refer to the whole book and

therefore be the same in each volume. However, if the number of signs from a

specialist code is sufficiently large, reference should rather be made to the

relevant codebook.

9.2. BOOK WORK

9.2.1. In a braille transcription consisting of two or more volumes, the first

volume, besides containing the regular contents page for the volume itself,

should also include a complete contents list covering the whole work, giving

print and, as far as possible, braille page references. Such a complete contents

list is not necessary if the book is divided into chapters or sections which have
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numbers, but no titles. If the book is in only one volume, there will of course be

only one contents list, which should include both print and braille page

references. The absence of a contents page in print is not a sufficient reason for

not having one in braille.

9.2.2. All dust jacket material from the print edition of a book should normally

be reproduced in the braille transcription. 

9.2.3. The International Standard Book Number of each book transcribed into

braille should appear in the braille edition.

9.2.4. On the outer cover of each braille volume, both in braille and (on the

spine, where possible) in print, there should be a clear indication of the

following: the author (normally); the title of the work (in abbreviated form,

where necessary); the total number of volumes in the work; and the braille

volume number.

9.2.5. In the braille edition of alphabetically or numerically arranged reference

works the first and last headings or numbers of material in each volume should

normally be indicated in braille on the outer cover of that volume.

9.3. CORRESPONDENCE

9.3.1. The print layout of letters should be followed whenever practicable.

9.3.2 may be adopted where no print model is available.

9.3.2. The lines of the address at the head of a letter should all begin in the

same cell and the longest line should end in the last cell of the braille line. When

the recipient's name and address are written above the salutation, each line

should start in cell 1. After a blank line, the salutation should begin in cell 1.

Paragraphs within the letter should start in cell 3. After a blank line, the

valediction should begin in cell 1. The signature and/or subscript, which may be

divided onto more than one line, should follow in cell 1. Punctuation should not

be added at line ends when there is none in print.

9.3.3. If the valediction and/or name and address follow the letter after a short

dash in print, the same arrangement may be used in braille.
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9.3.4. The address, date, telephone number, salutation and signature must not

be separated by the turn of the braille page from at least one line (or part of a

line) of the text of the letter. This may necessitate leaving several lines blank at

the bottom of a page.

9.3.5. Where a letter is printed in italics, these are often not necessary in

braille. When quotation marks or italics are required, they should be opened

before each braille line of address, date, valediction, etc.

9.4. NOTES

9.4.1. Notes may be dealt with in a number of ways, depending on their

character, length and frequency, and the context in which they occur. The

guidelines given below might be modified for notes attached to tables and

diagrams, or occurring in magazines and short documents.

9.4.2. Within text the asterisk should be used to indicate a note. If there are

two kinds of note, the dagger may also be used. The note number, if required,

should follow the asterisk or dagger without a space. When print gives each

note in a work a unique number, braille should reproduce print's numbering.

(See also 7.2.4.)

9.4.3. Only brief unnumbered referential notes may be placed within the text in

square brackets, and such notes do not require reference symbols as provided

in 9.4.2.

9.4.4. Notes may appear at the ends of paragraphs to which they refer,

provided that they are marked off sufficiently clearly from surrounding text by

means of indentation, blank lines or some other device.

9.4.5. Notes should never appear at the foot of the page in braille, as they quite

commonly do in print. They may be gathered together at the ends of chapters

or articles within a volume, but only if this arrangement is adopted in print. If

not lengthy or numerous, they may appear on separate notes sheets at the ends

of the volumes which contain the text to which they relate. But substantial

bodies of notes are best placed in separate volumes or pamphlets, provided

that any such volume or pamphlet contains at least thirty sheets. In order to
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achieve this minimum, other ancillary material, such as appendices, bibliography

and index, should, if necessary, be included with the notes.

9.4.6. If the note is indented (see 9.4.4), the note number should begin in cell 5;

otherwise in cell 1. The page and line references should form a string and

should follow the note number after a blank space. The text of the note should

follow the reference. The margin for runovers should be set 2 cells deeper than

the note number, and internal paragraphs should begin 2 cells further in than

this margin.

Example

[Cell 1] 13 p89.21 Text of note running over to

[Cell 3]     next line.

[Cell 5]          New paragraph within note running over to

[Cell 3]     next line.

[Cell 1] #ac p#hi#ba text ( note

... etc.

9.4.7. There are, however, circumstances in which notes may be brailled as

normal paragraphs, e.g. when they are printed as such in normal type, as at the

end of chapters or articles; or when they are keyed to a reference point (such

as a verse line number) other than braille page and line numbers; or when they

appear in a volume or pamphlet which contains no text; or when they are

appended to a table or diagram.

9.5. PARAGRAPHS

9.5.1. Normally, a new paragraph in braille should begin in cell 3 of a new line,

however shown in print.

Only where space is at a premium should three blank spaces within a braille line

be used to indicate a new paragraph.
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9.5.2. Where paragraphs are introduced by a number or letter, the new line

cell 3 method must be used. A full stop should be inserted in braille after the

number or letter where print has no punctuation. In the case of lettered

paragraphs the letter sign should be used even when there is a full stop.

9.5.3. Hanging paragraphs in braille should begin in cell 1 and runovers should

be in cell 5. A new paragraph within a hanging paragraph should begin in cell 7.

9.6. PLAYS

9.6.1. The names of speakers (even if abbreviated) should be distinguished in

braille, both at the beginning of speeches and (if printed in special type, for

example in capitals) in stage directions also, but not where they occur in the

text of the dialogue. If such names are printed in full capitals and capitals are

indicated in braille, then this is sufficient. Otherwise italics should be used in

braille to make the distinction.

9.6.2. Stage directions, even when italicized in print, should not be italicized in

braille, but they should be enclosed in square brackets. This applies also to

descriptions at the beginning or end of a scene. The square bracket should be

reopened for each new paragraph.

9.6.3. When a stage direction is set out on a line or lines alone in print, it should

start in cell 3 of a new line. When the dialogue is resumed a new line should be

taken starting in cell 3.

9.6.4. Each speech, whether in prose or verse drama, should begin with the

speaker's name in cell 3 of a new line. Print punctuation should be retained after

the speaker's name, but in the absence of any punctuation a full stop should be

added in braille. The first word of dialogue or stage direction should follow in

the same line after one blank space.

9.6.5. Each speech in prose, or in verse brailled using the line sign method

(9.7.8), should be treated as a paragraph.

9.6.6. A change from prose to verse, or vice versa, within a speech in a play is

normally marked by a new paragraph.
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9.6.7. Where a direction such as "sings" ends the first line of a song, it should be

written within square brackets immediately before the words to be sung.

9.6.8. If two or more speakers share a verse line, this should be indicated by

leaving 3 blank cells after the name of the second or subsequent speaker.

Example

LEN. Good morrow, noble sir!

MACB.        Good morrow, both!

  ,,l54 ,gd morr[1 no# sir6

  ,,MACB4   ,GD MORR[1 BO?6

9.7. POETRY

Line-by-Line Method

9.7.1. It is recommended that this method should normally be used for poetry.

9.7.2. Each new stanza or paragraph (except the first) may be preceded by a

blank line, with its first line beginning in cell 1; alternatively, each stanza or

paragraph may start in cell 3 of a new line. Subsequent lines of poetry should

begin on a new braille line in cell 1. If the verse line is too long for one braille

line, the runover should begin in cell 5.

9.7.3. When the second part of a verse line is written on a separate line in print

to mark the beginning of a new paragraph, this second part should begin in cell

11 of a new line in braille. Runovers of either part of the line should begin in cell

5.

Facsimile Method

9.7.4. This method is a modification of the line-by-line method which seeks to

represent the print format more closely. Blank lines are left between stanzas as

in print; print indentation is copied; each line, including the first line of a stanza,
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begins in cell 1 unless indented in print, in which case print indentation is

represented.

9.7.5. More than one space may be left between words in order to convey the

shape of the printed poem.

9.7.6. Lines which are too long to fit on a single braille line have the break

marked by an unspaced facsimile hyphen (dot 5), which follows the normal

hyphen when a word has to be divided. The runover begins two cells in from

the start of the verse line.

9.7.7. Capitals may be indicated, even when this is not being done in other

parts of the transcription. Contractions may be restricted if the component

letters are a mixture of upper case and lower case.

Line Sign Method

9.7.8. This method is only suitable where the print layout is reasonably

straightforward. Special care needs to be taken, using this method, when easy

access to line numbering is required.

9.7.9. Poetry may be written continuously with the line sign (see 5.7) placed at

the end of each verse line. Each stanza should begin in cell 3 of a new line. The

line sign should occur at the end of each stanza except the last. It should not

appear at the end of a poem or verse extract.

9.7.10. When a note reference ends a line of verse, it should precede the line

sign, with a space before the line sign. This combination may begin a braille line.

9.7.11. When a line of asterisks occurs within verse, the previous braille line

should end with a line sign. However, it is often more convenient to represent

an omission in verse by an ellipsis spaced from line signs on either side.

9.7.12. When the second part of a verse line is written on a separate line in

print to mark the beginning of a new paragraph, no line sign should be brailled

at the end of the first part, and the second part should begin in cell 3 of a new

line.
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9.7.13. When print shows that an extract begins in the middle of a verse line,

either by the use of an initial small letter or by starting it in the middle of the

print line, no indication of this need be given in braille.

9.7.14. Where, in print, verse is not set out line by line but use is made of a

vertical or oblique stroke, a short dash, or an initial capital letter to indicate the

beginnings of verse lines, the line sign with normal spacing should be used in

braille. No new line need be taken in braille at the beginning of the verse

extract if print does not take a new line.

Prose and Verse

9.7.15. Where prose and verse alternate, blank lines and/or indentation may be

necessary to differentiate between them when the line-by-line or facsimile

method is employed.

9.7.16. Whatever method is used, the resumption of the main text (prose or

verse) after an extract or quotation should be in the first or third cell of a new

line according to whether or not a new paragraph or stanza is intended in print.

9.8. QUOTED PASSAGES

9.8.1. Quoted matter shown in print by change of type, change of margin, or by

the leaving of a blank line before and after, may be handled in one of two ways.

Method (a) is generally preferred. 

(a) The extract, prose or poetry, may be set out without inserted quotation

signs, but should then be marked off from surrounding text by a device such as

indenting the margin, using blank lines, or adding 12 centred commas. When

the extract as a whole is indented in braille, any paragraph within it (including

the first) should begin two cells deeper than the indented margin.

(b) The extract may be enclosed within the one-cell quotation signs, regardless

of whether there are inverted commas in print. 

In each case the extract, and the resumption of the normal text, should begin in

the first or third cell of a new braille line according to whether or not a

paragraph is intended in print.
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9.8.2. When quoted notices, newspaper headlines, etc., are centred in braille,

they should be enclosed within quotation marks, but generally they need not be

italicized.

9.8.3. Where an indented passage occurs within a quoted or italicized passage,

if a paragraph is indicated (e.g. by an indented first line), the quotes or italics

should be restated at the start of the indented passage. The quotes or italics

should not be restated if a new paragraph is not indicated. This criterion for

restating quotes or italics also applies to the resumption of text after the

indented passage.

9.9. WORD DIVISION

9.9.1.  In general, braille should observe the same standards in word division as

are recommended for print. In particular words should not be divided in the

middle of a syllable.

9.9.2. It should be noted that it is often not worth dividing near the beginning of

a word, especially after the first braille character.

9.9.3. In general, words should not be divided in the middle of a letter group

constituting a phoneme (such as ch  and th ) which would otherwise be

contracted. On the other hand, a division such as "his- tory" is permissible.

9.9.4. When a compound word which is normally hyphenated is divided at the

end of the line in print, braille should retain the hyphen even in the middle of a

line.
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APPENDIX I

SOME FOREIGN ALPHABETS

Further information on the following alphabets, as well as on others not

included here, can be obtained if required from the Braille Authority of the

United Kingdom.

(A) GREEK

a !  " alpha

b #  $ beta

g '  ( gamma

d )  * delta

e +  , epsilon

z -  . zeta

: /  0 eta

? 1  2 theta

i 3  4 iota

k 5  6 kappa

l 7  8 lambda

m 9  : mu

n ;  < nu

x =  > xi

o ?  @ omicron

p A  B pi

r C  D rho

s E  F  H sigma

t I  J tau

u K  L upsilon

f M  N phi

& O  P chi

y Q  R psi

w S  T omega

9   iota subscript (small print iota appearing under a letter; follows the letter in

braille)
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h   rough breathing ({) (print single opening quote, appearing over a small

letter or before a capital letter; follows rho but precedes all other letters or

diphthongs in braille)

'   mark of elision (*) (print single closing quote; either at the end of a word

and followed by a space, or at the beginning of a word and preceded by a

space)

All other accents or diacritics are generally ignored.

(B) HEBREW

Text using the hebrew alphabet is normally printed to be read from right to left.

The characters should always be so transcribed that they are read from left to

right in braille.

In braille, all vowels follow the letters under or above which they appear in

print.

Consonants 

a ! alef

v " vet

g # gimmel

d $ dalet

h % hé

w & vav

z ' zayin

x ( chet

t ) tet

j * yod

* +  , khaf

l - lamed

m .  / mem

n 0  1 nun

s 2 samech

$ 3 ayin

f 4  5 fé

! 6  7 tsade

q 8 qof

r 9 resh

% : shin

? ; tav 
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Accented Letters

b v bet

k � kaf

p � pé

: � sin

Vowels and Pronunciation Aids 

c !H patahE

3 !C hEataf-patahE

/ !F tsere

e !G segol

5 !B hEataf-segol

i !E hEiriq maleh

9 g!E hEiriq hEaser

o | hEolom maleh

[ J! hEolom hEaser

< !I qamats

> !D hEataf-qamats

u !L qubbuts

+ { shuruq

' !A sh'va 

(C) OLD ENGLISH

a a

b b

c c

d d

e e

f f

g g

( ¥  yogh

h h

i i

l l

m m

n n

o o
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p p

r r

s s

t t

/ þ  Þ  thorn

+ ð  Ð  eth

u u

w w

!   wen

y y

& &

* ~  long a

< �  long e

% §  long i

? Ç  long o

: ã  long u

) y)  long y

$ eR  (ash)

] oR
> �

\ � 

If a diphthong is to be marked long, both of its letters should use long vowel

signs.

A dot which is not positioned as a normal full stop should be represented by

dot 3.

(D) RUSSIAN

a !  " ah

b #  $ beh

w %  & veh

g '  ( geh

d )  * deh

e +  , yeh

* -  . yo

j /  0 zheh

z 1  2 zeh

i 3  4 ee

& 5  6 ee (short)

k 7  8 kah

l 9  : el

m ;  < em

n =  > en

o ?  @ oh
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p A  B peh

r C  D err

s E  F ess

t G  H teh

u I  J ooh

f K  L eff

h M  N khah

c O  P tseh

q Q  R cheh

: S  T shah

x U  V shchah

( W  X hard sign

! Y  Z yery

) [  \ soft sign

[ ]  ^ eh

\ _  ` yoo

$ a  b yah 

(E) WELSH

a a

b b

c c

* ch

d d

dd dd

e e

f f

ff ff

g g

ng ng

h h

i i

l l

ll ll

m m

n n

o o

p p

ph ph

r r

rh rh

s s

t t

? th

u u

w w

y y 
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In addition, the remaining letters from the English alphabet may be used where

necessary.

@ $  circumflex

^ (  diaeresis

2 !  grave

3 '  acute

The contractions used in Welsh braille are published in Welsh Braille Code –

Braille Cymraeg issued by the Braille Authority of the United Kingdom.
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APPENDIX II

SIGNS USED IN SOME FOREIGN CODES

Further information on the following languages, as well as on others not

included here, can be obtained if required from the Braille Authority of the

United Kingdom.

(A) FRENCH

& ç

= é

( à

! è

) ù

* â

< ê

% î

? ô

: û

$ ë

] ï

\ ü

[ œ

> æ 

(B) GERMAN

! ß

\ ü

[ ö

> ä 

(C) ITALIAN

In modern works circumflex accents are only occasionally needed.

( à

! è

) ù

* â

< ê

% î

? ô

: û

/ ì

+ ò 
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(D) SPANISH

( á

! é

) ú

] ñ

\ ü

/ í

+ ó 
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APPENDIX III

GUIDE TO CONTRACTING

No alteration should be made to print for the purpose of conforming with the

contractions authorized in the list below. Where print uses permissible

alternatives in spelling, accentuation, hyphenation or spacing, these should be

followed. Help with many words not included in this list can be obtained by

reference to the rules: see especially 8.8 (preference), 8.9 (bridging), 8.10

(English names), and 8.11 (foreign words and names).

Abalone

a bb è

Ab ou t (French)

about face

abovem en tion ed

abs in the

according ly

acetone

A ch aean

ach iever

acreage

acrosses

Ad eney

ad here

adh er ed

adh er ence

Ád ityas

ad nauseam

advance d

aed ile

Aeg ean

A en eas

aer ial

A eroflot

aerofoil

A er tex

aes the tic

af ford

a ff right ed 

a forem en tion ed

a fore said

aftere ffects

aftermath

afters

agre ea ble

ahimsa

A ing er

a in 't

Airedale

Aix-en-Prov ence

Al Cap one  [dots 56 Al]

aleatory

A less and ro

al f ine [dots 56 al]

Allow ay

almon er

almsh ouse

Alpes M ar itimes

altimeter

Ampthill

anaes the sia

And ean

And reas

anemone

Annandale

antea ter

anted ate

anten atal

anten nae

anteroom

anth eap

an the lion

anthill

Antigone

ant inomian

Ant inous

anti the ses

antitype

apartheid

Appledore

aqued uct

arborea l
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arccos ine

area

ar eas

ar eaway

areligious

ar en 't

a right

ar isen

Ar mentois

ar ound

arrow head

as th ma

A the ns

A the rst one 

atone

aton ed

awh

azalea s

Bacchus

Ba edek er

Bagration

Bahadur

Ba inge

bandog

Ban ff sh ire

B arb arossa

B argo ed

b aro ness

b aronet

Basedow

bas tion

ba the d

Ba thur st

Batti sh ill

battleaxe

battledore

Bauer

bayonet

beatitude

B ea trice

b eauti ful

B eauvais

Bebe

beckon ed

Bedales

bedaub

b ed d ing

bedizen

B ed ou in

beefea ter

Be elzebub

bee st

Beethoven

Beevers

before h and

be friend

be friend ed 

Beg in  (name)

be gonia

begum

Behan

behemo th

behindh and

be in'

be ing

Bek ed eremo

Bela

belial

be liever

Be l in da

Bel ing ton

Be li sh a

be littled

Be lize

Bellerophon

belliger ence

Belof f

Belorussia

Belvoir

Be nares

B en ed etto

B en ed ick

b en ed ic tion

beneficen t

b enefit

B enelux

be nevolence

be nigh ted

be nign

Be nito

B enoist

B en th all

Be ow ulf

bequea the d

berated

be reft

B er ens

b eret

B ergholt

B er ia

B er ing ar

B er the

b er the d

Besançon

Besant

besom

Besonian

be'st

be st ial

beta

betel

Be the l

Be the sda
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Betshanger

better

Betws-y-Co ed

    [dots 56 y]

between wh iles

bevel

b everage

bezel

bezique

bighead

b inaural

B ingham

b inodal

b inomial

b inormal

biofeed back

Birm ingham

biscuity

Blaenau Ffe st in iog

Blakeney

Blakerage

Ble dd yn

b less èd

bl indage

bl in d ed

blind fold

bl ind ing

bl indism

blind ly

Bl indoc

blinds

Blofeld

blood- letter

blossom ed

Blum en th al

Bocch er in i

Bo er

bolone y

Bo'ness

Boone

Bordeaux

Borealis

Boreas

boredom

Bosham

Bo the

bottleneck

B oughton

B ow ater

braille r

Braille tte

Braille x

braill ing

Brasenose

Brigh am

Brigh ouse

bro the r- in -law

Bu ddha

bulble t

Buonaparte

bureau

business

Caedmon

Caen

Caernarvon

Cair st iona

cajolery

Cal in gaer t

callis the nics

Camo ens

can -can

cance l

c ance r

Cannongate

can 't

Cantonese

capta iness

cap'en

C ar ibb ean

car thorse

cassow ary

Cast iglione

Cast lerea gh

cation

caveat

cen time

cen timetre

cer ea l

cerulean

Ch ad

Ch aeronea

ch a ff in ch

ch alyb ea te

Ch 'an

ch ance l

changea ble 

ch argea ble

Ch ar leroi

Ch ar le ston

Ch ar lestow n

château

Ch a th am

chemo the rapy

ch iefta iness

ch i ff ch aff

ch ildlike

child - like

Ch ilean

ch imaera

Ch inam en

Ch ' ing

Ch isholm

ch lordane
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ch ockfull

Ch o er ilus

Ch ou  En-lai

ch romo some

cicerone

c inea st

c ineradiograph

Cirencest er

citizen ess

Citro en

cland e st ine

Clar enceux

clar ionet

Clean th

Clem enceau

Cleone

cliff's

Cliveden

Co bb leigh

cob ble r

Coblenz

cock-a-doodle-do

cofound er

Co gge sh all

Coghill

co here

coher en t

Colera ine

Coler idge

colonel

com a

comates

com b

com be

com édienne

com ic

com in'

com ing le

com ity

com maed

com m and er- in -ch ief

com m ence

com m enced

com mone st

Com o

com ponen t

com'st

Com te

Com us

Cona

co name

Conan

conation

conative

conceive r

concer t in aed

con ch

con ch ology

cond one

condoned

cone

coned

cone y

C ong

congea led

con gen ial

conger

Congresbury

congru ity

con ic

conies

con ifer

Con ingsby

Con iston

conk

conk er

Conkl in

con man

conned

conn ing

conoidal

Conor

cons

con tradist in c tion

con trick

conundrum

conversazione

Con ybeare

Con ze

Corday

coron er

coronet

Co sham

cotoneast er

coupon

courth ouse

cow herd

co work er

crea te

creat in ine

cre ation

crème de m en the

Crim ean

Cristo foro

Cros th waite

Crow hurst

Cunn ingham

Cunnyngham

dachshund

dacoity

Daedalus

dafter

Da ing er field
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d ance d

d aredevil

daunder

Dayan

day -to-day

Day ton

d ea co ness

Deanna

deceive r

declare d

deconge st ed

d ed uct

del in ea te

del ine ation

demo ness

dem one tize

Demosthe nes

d en ation alize

d enatured

d en icot in ized

d enom inator

d enoted

d en oue ment 

d enude

denum erable

d enunciation

d erac inate

d erail

d erange

d eregulate

d erelict

d er ide

d er ive

d erogatory

d er ou t ing

deshabille

d'E sta ing

Destou ches

D evereux

Dewhurst

diaeresis

dieresis

di ffu sion

d inghy

Dione

disc

dis co

discography

discus

dis ea se

dishabille

dish evel

dis in genuous

disk

Disney

dispirit ed

Dis raeli

Diss

dis sec tion

dis syllabic

dis taff

dis tance d

dis tich

dis til

dis trict

disulphide

disyllabic

di the rer

do gg one

dogh ouse

Dolittle

Donaghadee

donee

Donegal

Doolittle

Doone

d ou ble t

d oughty

drought

Duer er

duk edom

dumbbells

Dunge ness

Dupont

Dwork in

dynaribb on

d'you

Ed

Ed ay

ed ict

e'en

e'er

e ffacea ble 

ef for t

e ffulgen t

egg-cup

egghead

e gg timer

E gh am

Eireann

eiste dd fod

Eleanor

Eleatic

Eleazar

electro en cephalogram

élévation

emm en th aler

enamel

encyclopaed ia

enough 's

en rou te

En Saga

ensem ble
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en trance d

enuclea te

enum er ation

enunciation

ep ineural

equidistant

equ inox

er

eradicate

erase

errone ous

Esarhadd on

esparto

Es the r

Es th waite

e therea l

Europ ean

Euryan the

Ever sh ed

ever t

Ever t (name)

exeat

exonerate

exper ienced

extensometer

extram en tal

Faeroe

faëry

faery

far th ingale

fath ead

father - in -law

Fauntleroy

fea lty

Fel th am

fenced

Feuermann

fever i sh

fiance

filofax

f in ance d

finesse

F in i st er re

firedrake

Flatholm

flea ridd en 

Fonta inebleau

foothills

foredoom ed

fore named

forenoon

forerunner

forese ea ble

Fo the r ing hay

France sca

Fred er ikshavn

fre edom

fro- ing

Fro ment in

frow ard

fruity

funder

funer ea l

furbelow

gad about

Galahad

gal ingale

Gallow ay

G and hi

garderobe

gasometer

Gatesh ead

gathe rer

geanticl ine

gen ealogy

Ge of frey

G er many

G erontion

Gibeah

Gilead

g ingham

G ingold

Giorgione

giveaway

glassh ouse

goath erd

go ble t

go dd amn

goddaugh ter

Go er ing

Goe the

goner

Goode

Goodge

good will

good -will

goody

Gordonstoun

goshawk

Go the nburg

Gotthard

gover ness

grafter

Gra ing er

grandad

granddad

Gran th am

grasshopper

gravedigg er

Graveney

Greatorex

Gre sh olm
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Grimsholm

Gruen feld

gru ff ly

gu in eas

Gu inevere

Gunthe r

Gwynedd

Hadad

hadal

Hadd ing ton

ha ddock

hade

Hades

Had id

had ji

Had ley

Had ow

Hadrian

Ha inan

Ham ble don

h and somer

Hanseatic

Hap good

H ar lessdyke

H ar tshorn

havena

have -nots

haven 't

Havighur st

h ea ddress

he ar tsea se

h ea the n

h edgerow

H en eage

hennaed

H en nessey

Hephae st ion

here abouts

here after

h er ed ity

h er ed ofamilial

H ere ford

here in after

here inbe fore

h eresy

h eretic

H erew ard

here with

H ermione

H ever

hideaway

higg ledy-pigg ledy

Hildesheim

Himalayas

hob ble dehoy

H of fmann

H ofmanns thal

hogsh ead

hoity-toity

Hol in sh ed

Hollow ay

Hollow ood

Holof ernes

Hone gg er

h one st

h one y

hornblende

Horow itz

horseradi sh

hothouse

H oughton

h ou seagen t

h ousedress

Huguenot

Hwangho

hyaena

hydrangeas

hydronephrosis

hypo the ses

Ibleam

icer ink

id ea l ity

ide ally

id eas

imagery

im part ial

imp erm ea ble

impo sthume

imprison ed

inasmuch

in -between

incongru ity

in conven ienced

indiarubb er

indist in ct

Indonesia

Inessa

inessen tial

in flu encea ble

in fluenced 

in frared

in fula

in gen ue

In gh am

In gh elbre ch t

ingledew

inglenook

in here

inh er en t

in -laws

in sofar

in so much
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in 't

in ton ed

Inver ness

Iolan the

Ionesco

Iow a

is ing lass

isom er

isometric

isoneph

is th mus

it 'll

Iv inghoe

Jaconelli

Jamestow n

Jean (French)

je had

Judaean

jugg lery

Ka th m and u

Keanu

kettledrum

kilowatt

K ing ston

K ingstow n

K ingussie

Kirkcudbright

K nesset

knigh thood

knock about

knock out

knock-out

know led gea ble

Know les

knuckledust er

Ko en igsb erg

krone

kron er

K undera

lacrosse

Laer tes

La ing

lance d

lance t

L and ow ska

Langhaire

Lan gh am

Langh olm

Languedoc

lan th orn

L ar ousse

launder

laurea te

Leah

Le and er

lea rig

Le gh orn

legionella

L en euve

L en ingrad

L enoir

Le ofric

Leopardstow n

L eroy

Le the

letter ing

letterpress

lever

leveret

Liebestod

ligh thouse

likea ble

liliaceae

Lille sh all

limb less

limeade

l in eage

l in ea ments

L ingaard

Lionel

lio ness

li st en - in

Little john

Little over

little r

Liv in good

Llandaff

lon er

longh and

Longh i

lord osis

L oughton

L ow en th al

Lucknow

Lufthansa

Lyo nesse

Lyrnessus

Maccabees

MacC ar th y

MacH ardie

maen ad

mah arajah

Mahone y

Ma ingaard

maled ic tion

Malesh erbes

mallea ble

Malone

Malone y

managea ble
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Mancetter

m and rake

mangonel

Mansholt

Manyata

Manyon

m arab ou t

m ar ch io ness

m ar ionette

M ar the

masthead

Matthe w

maunder

Mbabone

McCann

McCommack

McConnell

McEa ch an

McHugh

McKeever

McN ally

me and er ing 

m eathook

meatus

m ed dle

M ed iterranean

Meean

Meleager

M entone

m er ingue

M er ione th

M er stham

Messiaen

microfilm

microwave

mid day

mileage

m ine st rone

M inneapolis

misally

misconceived

miscreant

mishap

mishear

Missolon gh i

mistake

mistak ea ble

mist erm ed

mis timed

mist ranslation

mist ru st

Mo eran

Moerike

Monet

m one tary

m one y

m ong oose

mono wh eel

Montenegro

Monterey

Monteverdi

Mon the rlant

Montreal

Moone

Mooney

moongod

more'n

Mortim er

mo th ea ten  

m ou the d

movea ble

Much  Had ham

multim ed ia

mult in ational

Munthe

musta

mu sta ch e

Mustafa

mustang

must ard

must er

must iness

must s

musty

Myca lessus

Mycen aean

Mymmshall

named

nausea te

Navar one

Neaera

Ne and er th al 

Neapolitan

Ne ar chus

neuras the nia

Nevers

never the less

Newham

nigh t ingale

no bbut

no ble sse

noisome

nonen t ity

none s

N one such

nonet

nongovernmental

nor th about

nor th ea st

Nor th ed ge

nor the rn

Northesk

noseble ed
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notic ea ble

Nott ingham

noway

nowise

Nuernberg

nuthatch

oa sth ou se

obeah

oceanic

Oceanus

O'Connor

o dd ness

o ed ema

O ed ipus

O enone

of fer

Okeanos

oleag in ous

ole and er

Oneg in

oner ous

opponen t

orangeade

orangery

oread

orgeat

Orleans

ornament

Ortofon

Oseney

Osgood

ourself

ou thouse

over ea t

over full

ov er much

ow !

padrone

paean

paed iatric

Paeroa

pagandom

pageant

pa in stak ing

pal ingenesis

p ally

panaceas

Pancev

pancreas

p and emic

p and ow dy

p ararhyme

partake

part erre

P ar thenon

P ar th ian

part ial

passe-p ar tout

pas time

patro ness

p eacock

P eakeshole

pean

p eanuts

Pee ble s sh ire

p ensione

p en th ou se

peoples

people 's

Peppone

p erhapses

p er inatal

p er ineum

p er itoneum

P ersephone

p ersevere

Pes th

petronel

P ever il

P forzheim er

Phaedrus

Ph eres

Ph ineas

pho en ix

phoned

phoneme

phonetic

phone y

phreatic

piano for te

picofarad

piedish

p ineapple

pione er

pitchblende

pith ead

pityard

plateau

Po ingiant

poleaxe

popedom

Pop er inghe

porthole

Portof ino

Port Said

po sthum ous

po stponed

poth erb

potsh erd

Praed

Praen e ste

prance d
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pream ble

pre arrange

p receive r

preconceived

predeceased

predecessor

prede st in ed

pred eterm in e

pred icate

pred ict

pred ilec tion

pred ispose

pred om inate

pren atal

pre paid

prerelea se

prerequisite

prerogative

priedieu

prie sthood

pr in ced om

prison er

profane

prof er t

profession

prof fer

prof ile

prof ound

profu sion

Prome the an

prounion

psion

psych ed elic

psych oneurotic

pu ffball

purblind

pyonephrosis

py tho ness

Que enstow n

qu inquereme

rabb ity

rafter

ransom ed

rascally

ratea ble

rawhide

reabsorb

react

readmit

rea ff irm

R eagan

reagen t

realgar

rea l ity

re ally

Real Madrid

rea ltor

rea lty

reappe ar

reassure

reawake

R eay

received

ré ch au ffé

recreant

recre ation

redac tion

redeem

red ingote

red irect

red ist ribu tion

red ou bled

red ou bt

red ress

red uce

redundant

red uplicate

refulgen t

rejoice d

reliever

ren aissance

re named

ren ege

ren ew

ren ow n

renumb er

renunciation

re paid

re partee

rer edos

rer ou ted

rerun

retriever

reverb er ation

revere

rever enced 

rever ie

rever ify

revers

rever se

Rhadamanth us

Rhon dda

ribb and

riboflav in

Rich th of en 

ri ff raff

right about

Roed ean

Ro en tgen

rom ance r

ro many

roneo
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rosea te

Ros en th al

Rosm ersholm

Ro sth erne

Ro the n ste in

round about

rou st about 

runabout

sacch ar ine

Sach everell

sa ff low er

Said (name)

Sa in t- Just

salea ble

salmonella

Sancerre

Sanday

Sand in ista 

Saunders

savagery

S ch ied am

Sch o enb erg

Sch of ield

scrofulous

seabo ard

Seamus

Sean

seaquar ium

Seattle

Secunderabad

Se ingl ind

sen tenced

sen timental

sergeant

seronegative

servicea ble

several

severe

Sever ino

sever ity

Severn

Severus

sh ad ow

sh aked ow n

Shakespeareana

Shanghai

sh ea the d

Sh e ff ield

Shoreditch

sh orth and

sh ou ld er

sid er ea l

Sierra Le one

silencea ble

silencer

Sim one  (French)

Simone (Italian)

S ingh

sizea ble

slagh eap

S lessor

smithe re ens

Snow hill

so -and -so

som ersault

some such

Song gram

Son gh ai

soone st

Soothill

so - so

sou th ea st

Sou th end

sou the rn

Sou thesk

Sou the y

Sow eto

sp arrow hawk

Sparta

Sp ea igh t

speakea sy

Spencer

sp here

spiken ard

Sp of for th

spread eagled

squally

sta ff room

stateroom

staubbach

steatite

st eradian

steved ore

s the nic

st i ff ness

st illness

st ir about

ston ed

storeroom

Strada Reale

Stranraer

St ra th e arn

Strea th am

stren g the n

st ronghold

'st ru th

styrofoam

subbase ment

sublessee

sublet

subpo enaed

Suchet

such like
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sultaness

sunblea ch

Sur inamese

sweethear t

swith er

sword

syn the ses

tableau

ta ble t

ta ff rail

Tam many

tarsometatarsal

tearoom

teas

tea time

Teatro

telephoned

T en nessee

Th addaeus

The akst one 

The ale

the atre

th ence

The isson

Theodotion

the rapy

there abouts

there after

there from

The resa

thermo form

the rmo the rapy

the ses

The seus

th ievery

th ing - in - itself

th i st ledow n

Th o er is

Th oseby

th re sh old

timed

timer

Timex

timone er

titaness

T ity rus

to-do

toenail

to- ing

too the d

toreador

Tothill

T ou rco ing

tow ards

T ow nsh end

tracea ble

trach eae

transceiver

tran sh ip

transhum ance

Tren th am

tr inomial

trou sseau

trypano some

Ts'ong

tuberose

Tuonela

turnabout

Twe ed ledee

twofold

twould

unam enable

unam end ed

unam er ican

unber eaved 

unblea ch ed 

unblemish ed

unb less ed

unble st

unconceived

uncong ea led

unc ong en ial

un deceived

undeclare d

under ived

under lessee

und erogatory

under paid

undishe arten ed  

undist inguish ed

unear the d

un ea sy

unea ta ble

unessayed

unfulfilled

Unilever

un inucle ar

un less

unlesson ed

un letter ed

unm en tion ed

unnecessary

unpaid

unsaid

untow ard

usea ble

u sh er ed

va inglorious

valed ic tion

V andam

V and erbilt
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V and yke

Vanessa

Veblen

Veevers

ven geance

ver ityp er

V eronese

V erwo erd

Viaregg io

viceregal

viceroy

Vietnamese

Viljo en

villa iness

Villeneuve

v ing t-et-un

Volpone

Vürtheim

wafter

wagg onette

Wahroonga

walk about

Walthe r

w ar thog

wasn't

Waveney

w ea the red

w ed d ed

weever

We ingar tner  

well-to-do

Wem bley

W ence slas

w er ena

w er en 't

We st ing h ouse

Wh ar fedale

where abouts

whereas

wh ere'er

wh er ever

wh ich ever  

which 'll

Wh ithorn

wh oredom

wideawake

Willaer t

will -o'- the -wisp

Wim ble don

W ingate

wiseacre

Wish ar t

With am

with e

with er

wo ful

Word en

Word sworth

Work sop

Wors th orne

would -be

Wrangh am

Wringham

W underhorn

Ya ou ndé

yeah

Y eandel

you 'd

you 'm

Y ou rcen ar

you 's

zi the r

zoned

zoo ful
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INDEX

abbreviation point

and use of letter sign, 5.6.2,

5.6.6

in abbreviations, 7.1.1-2

in designations, 5.6.14

in italicized abbreviations,

5.5.16

in personal initials, 7.1.6

in postcodes, 7.1.6

in reference abbreviations,

7.3.2-3, 7.3.6

in unit abbreviations, 7.5.1

inserted in ChD abbreviation,

* 7.1.9

letters at the beginning of

paragraphs, 5.6.4,

9.5.2

not retained in Imperial

currency

abbreviations, 7.5.19

sign, 2.3

with foreign ordinal

terminations, 6.6.2

with Roman ordinal

terminations, 6.7.5

with simple upper wordsign,

8.2.6

see also full stop

abbreviations, 7.1

braille: see contractions,

shortforms

confusion with shortforms,

7.1.5

containing be , con , dis  or

com , 8.4.18

contractions within, 7.1.2-3

designations, 5.6.14

division, 7.1.11

etc., 7.1.4

groups of letters and figures,

6.1.7

of single word, 7.1.4

no, 7.3.3

non-capitalized braille, 7.1.1

American states, * 7.1.10

consisting of capital initials

without abbreviation

points, * 7.1.7

consisting of capital letters

without abbreviation

points, including

word fragments,

* 7.1.8

mixed case without

abbreviation points,

* 7.1.9

in references, 7.3.1-4, 7.3.6

personal initials, 7.1.6

post codes, 7.1.6

space-saving and grade 2

braille, 7.1.12

speakers' names in plays, 9.6.1

superscript terminal letters,

7.1.14

unit: see unit abbreviations

when normally read as word,

7.1.3

with italics, 5.5.15-16,

5.5.20-21

with oblique stroke, 4.6.2-3,
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5.5.15

accented letters, 5.1

"aa" representing "a" with

superscript circle,

8.11.4

in foreign ordinal terminations,

6.6.2, 6.7.5

in Welsh, Appendix I (E)

single, 5.6.10

special accented letter signs,

5.1.4-5

and contractions, 5.1.5,

8.11.6

and elided vowels, 5.1.7

French, Appendix II (A)

German, Appendix II (B)

in foreign ordinal

terminations, 6.6.2,

6.7.5

Italian, Appendix II (C)

Old English, Appendix I

(C)

Spanish, Appendix II (D)

use of, 5.1.4

accent sign, 5.1.1

and contractions, 5.1.1

in foreign ordinal terminations,

6.6.2, 6.7.5

inserting on capital letter, 5.1.3

order of signs, 4.8

sign, 2.4

to mark a stressed syllable,

5.1.2

used to indicate stress, 7.4.3

within a second foreign

language, 5.1.6

alphabets, non-Roman, see

non-Roman scripts

ampersand, 7.2.1

sign,  2.6

apostrophe, 4.1

division at, 4.1.4

elided vowels, 5.1.7

English words and italics, 5.5.13

foreign words and italics, 5.5.14

indicating stress, 7.4.4

inserted after lower case

abbreviations before

plural s, 4.1.2, *4.1.3

omitted in colloquial forms,

8.3.2

order of signs, 4.8

representing omitted digits,

6.1.2

representing omitted letters,

4.1.1

sign, 2.3

with be , con  and dis , 8.4.17

with composite groupsigns,

8.6.2

with ea  and double letter

contractions, 8.4.26

with simple upper wordsigns,

8.2.3

with the line sign, 5.7.3

with to , into  and by , 8.4.11

arrows, 7.2.2

signs, 2.6

asterisk

indicating a break in text, 7.2.6

indicating a footnote, 7.2.4,

9.4.2

indicating a swear word, 7.2.8

indicating an omission, 7.2.7

indicating other reference

symbols, 7.2.5
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representing omitted letters,

4.1.5

sign, 2.6

spacing, 7.2.3

within verse, 9.7.11

at, commercial sign for, 7.2.11

sign, 2.6

bold print, 5.5.22

books, see layout, books

brackets, 4.2

alternating, 4.2.2

bracketed letters, 5.6.2

bracketed numbers within

words, 4.2.4

bracketed parts of words, 4.2.3

in telephone numbers, 6.1.6

large, enclosing more than one

line, 4.2.6

multiple paragraphs, 4.2.1

signs, 2.3

single, 4.2.7

with a dash, 4.3.4

with italics, 5.5.5 (c)

with numbers, 6.1.3

with stage directions, 9.6.2,

9.6.7

break in text, 7.2.6

bullet, 7.2.10, 9.1.7

sign, 2.6

caesura, 7.4.2

sign, 2.6

capital letters

adding accents to, 5.1.3

in facsimile poetry, 9.7.7

in unit abbreviations, 7.5.1

indicating a new sentence after

ellipsis, 4.4.2

indicating the beginning of verse

lines, 9.7.14

within words, 5.2.14

capitals, 5.2

and apostrophe s, 5.2.12

and Roman ordinal

terminations, 6.7.5

definition of passage, 5.2.4

definition of word, 5.2.3

divided words, 5.2.9

for emphasis in italicized

passage, 5.5.5 (b)

exemptions, 5.2.16

in abbreviations, 7.1.1

which could be misread as

shortforms, 7.1.5

see also abbreviations

in Roman numeral references,

* 7.3.7

in unit abbreviations, 7.5.1

indication of, 5.2.1

indicators, 5.2.2

placement of, 5.2.6

preceding contractions,

5.2.7

sequencing of and , for ,

of , the , with , a ,

8.2.9-10

sequencing of to , into ,

by , 8.4.9

with dot 6 contractions,

8.6.7

with lower contractions,

8.4.3

internal capital letters, 5.2.14

multiple paragraphs, 5.2.5

occasional lower case letters in
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capitalized passage,

5.2.13

optional indication of, 5.2.1

order of signs, 4.8

partially capitalized words,

5.2.15

preference between use of

single letter, word

and passage

indicators, 5.2.10

separate phrases, 5.2.11

signs, 2.4

terminator, 5.2.2

placement after passage,

5.2.8

placement in relation to

numbers and

symbols, 5.2.8

with words which could be

misread as

shortforms, 8.7.5

characters and signs, 2

composition signs, 2.4

computer code signs, 2.7

contractions, see contractions,

general, list of

letters of the alphabet, 2.1

mathematical signs, 2.5

numbers, 2.2

print symbols and braille

reference signs, 2.6

punctuation signs, 2.3

chemical formulae, 6.5.7

colloquial forms and apostrophe,

8.2.3, 8.3.2

commercial "at", 7.2.11

in email addresses, 5.3.4, 5.3.6

sign

computer, 2.7

literary, 2.6

comma, numerical, 6.5.1-2

in fractions, 6.4.6

sign, 2.5

composition signs, 5

order of, 4.8

signs, 2.4

see specific entries, e.g. italics

compound words

and capital word indicator,

5.2.3

and hyphen, 4.5.1-2

italicized, 5.5.8

when last word of italicized

passage, 5.5.11

computer code indicator, 5.3

continuation over line breaks,

5.3.5

email and other electronic

addresses, 5.3.4-5

non-use of computer code

indicator, 5.3.6

non-use of to , into  and by

contractions before,

5.3.7, 8.4.11

letter case within, 5.3.4

non-use of to , into  and by

contractions before,

5.3.7, 8.4.11

sign, 2.4

text continuation sign, 5.3.5

computer code signs, 2.7

contents page, 9.2.1

contractions, by type

composite groupsigns, 8.6

after hyphen, 8.6.3

dot 6 contractions and
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capital indicators,

8.6.7

ity , 8.6.6

ness , 8.6.5

ong , 8.6.4

signs, 3.5

with apostrophe, 8.6.2

composite wordsigns, 8.5

dot 5 contractions,

8.5.3-13

dots 4-5 contractions,

8.5.1

dots 4-5-6 contractions,

8.5.2

ever , 8.5.4

here , 8.5.5

name , 8.5.6

one , 8.5.7

part , 8.5.8

signs, 3.4

some , 8.5.9

there , 8.5.12

time , 8.5.10

under , 8.5.11

where , 8.5.13

lower, 8.4

be , con , dis , com ,

8.4.16-21; at

beginning of line in

divided word, 8.4.21;

be , con , dis  before

hyphen, 8.4.17; be ,

con , dis  with

apostrophe, 8.4.17;

be  in string "ben",

8.8.4; com  with

apostrophe, hyphen

or dash, 8.4.20;

within abbreviations,

8.4.18

be , were , his , was ,

8.4.14-15; with dash,

8.4.15; with italic

sign, 8.4.14

before hyphen at end of

braille line, 8.4.4

ea , 8.4.27-29; in

unhyphenated

compound word,

8.4.28; when the

letters belong to

distinct syllables,

8.4.29

ea  and double letters,

8.4.25-26; with

apostrophe or

hyphen, 8.4.26

enough , en , in , 8.4.22-24;

en  in hyphenated

compound word,

8.4.23; en  in string

"ben", 8.8.4; enough

and in  with

punctuation, 8.4.24

sequence of, 8.4.1

signs, 3.3

to , into , by , 8.4.5-13;

after punctuation,

8.4.8, 8.4.11; as parts

of words, 8.4.10;

before computer

code indicators and

electronic addresses,

5.3.7, 8.4.11; before

punctuation, 8.4.11,

sequencing, 8.4.5-6;
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with be , enough ,

were , his , in , was ,

8.4.7; with capital

indicators, 8.4.9; with

mathematical signs,

8.4.12; with other

composition signs,

8.4.8

with capital sign, 8.4.3

with italic sign, 8.4.2

with mathematical signs,

6.5.4

shortforms, 8.7

additions to, 8.7.2

"al" in old English, 8.12.2

ambiguity when composed

of first letters of

word, 8.7.3

colloquial forms with

omitted apostrophe,

8.3.2

division of, 8.7.4

names, etc., avoiding

ambiguity with,

8.7.5-6

signs, 3.6

simple upper groupsigns, 8.3

ble  and ing , 8.3.5-7

colloquial forms with

omitted apostrophe,

8.3.2

general use, 8.3.1

in ordinal terminations,

8.3.4

sh  in exclamation for

silence, 8.3.3

signs, 3.2

simple upper wordsigns, 8.2

adjoining letters, 8.2.2

adjoining punctuation and

composition signs,

8.2.1, 8.2.4, 8.2.6

ambiguity when adjoining

full stop or

interruptive dash,

8.2.6

colloquial forms with

omitted apostrophe,

8.3.2

foreign words, 8.2.5

signs, 3.1

sequencing and , for , of ,

the , with , a ,

8.2.7-10; "a" as a

foreign word, 8.2.7;

hyphenated

compound words,

8.2.7; intervening

capital and italic

indicators, 8.2.10;

proper names in

non-capitalized

braille, * 8.2.8; scope

of capital and italic

indicators, 8.2.9 

use and meaning, 8.2.5

with apostrophe, 8.2.3

contractions, general, 8

bridging, 8.9

compound words, 8.9.4-5

diphthongs, 8.9.6-7

prefixes, 8.9.1-2

suffixes, 8.9.3

guide to, Appendix III

in abbreviations, 7.1.2, 7.5.17
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list of

composite groupsigns, 3.5

composite wordsigns, 3.4

lower contractions, 3.3

shortforms, 3.6

simple upper groupsigns,

3.2

simple upper wordsigns,

3.1

non-use of

in abbreviations, 7.1.2

in computer code, 5.3.1

in early English, 8.12

in facsimile poetry, 9.7.7

in passages of foreign text,

8.11.2

in the exclamation "Sh",

8.3.3

in stammered words,

8.13.1, 8.13.3-4

in Welsh, 8.11.3

in word endings, 8.14.2-3

with accented letter signs,

5.1.5, 8.11.6

with letter sign, 5.6.12

with oblique stroke, 4.6.5

preference, 8.8

and pronunciation, 8.8.6

in stammered words,

8.13.1, 8.13.4-5

in Welsh, 8.11.3

in word endings, 8.14.2-3

sequencing

and , for , of , the , with , a ,

8.2.7-10

to , into , by , 8.4.5-9,

8.4.11-12

when subject of discourse,

8.1.1

copyright sign, 7.2.12

sign, 2.6

correspondence, see layout,

correspondence

cross

indicating biological cross,

7.2.14

indicating death, 7.2.15

indicating kisses, 7.2.13

indicating multiplication: see

mathematical signs

sign, 2.6

dagger

indicating a footnote, 7.2.4,

9.4.2

indicating "died", 7.2.9

sign, 2.6

spacing, 7.2.3

dash, 4.3

and italics, 4.3.9

conjunctive, 4.3.2

division at, 4.3.4-5

in number strings, 6.1.4

indicating interrupted sentence,

4.3.3

indicating omitted word, 4.3.7

indicating suppressed letters in

word, 4.3.6

indicating verse lines, 9.7.14

length of, 4.3.1, 6.1.4

marking listed items, 9.1.7

signs, 2.3

starting new sentence, 4.3.8

used as quotation mark, 4.3.10

with com , 8.4.20

with line sign, 5.7.4



INDEX

158

with simple upper wordsign,

8.2.6

dates, 6.1.2-4

abbreviated, 6.1.5

death, symbol denoting, 7.2.15

sign, 2.6

degrees, see unit abbreviations

diphthongs, 8.9.6-7

ditto sign, 7.2.16

sign, 2.6

dot locator, 5.4

sign, 2.4

dots, print

indicating a break in text, 7.2.6

indicating an ellipsis, 4.4.1-2

indicating an interrupted word,

4.4.3

indicating omitted letters, 4.1.5

dust jacket information, 9.2.2

elided vowels

and italics, 5.5.14

with accented letter signs, 5.1.7

word division, 4.1.4

ellipsis, 4.4

and full stop, 4.4.2

ending a poetry line, 5.7.5

sign, 2.3

spacing, 4.4.1

used to indicate an interrupted

word, 4.4.3

used to indicate an omission,

7.2.7, 9.7.11

with italics, 4.4.4

email addresses, see computer code

indicator, email and

other electronic

addresses

English, early, 8.12

contracting, 8.12.1

old English letter signs, 5.8,

8.12.3, Appendix I

(C)

old English word "al", 8.12.2

English names, 8.10

and composite contractions,

8.10.6

and shortforms, 8.7.5-6

and simple upper groupsigns,

8.10.3

and simple upper wordsigns,

8.10.2

Mac and Mc in non-capitalized

braille, * 8.10.4

O'Con, 8.10.5

exclamation mark

sign, 2.3

when standing alone, 4.2.5

facsimile hyphen, 9.7.6

sign, 2.4

facsimile representation

of abbreviations, 7.1.12-13

of poetry, 9.7.4-7

use of line sign, 5.7.1

female sign, 7.2.18

sign, 2.6

feminine endings, "ness", 8.6.5

foot (metrical), 7.4.2

sign, 2.6

footnotes, see layout, notes

foreign

alphabets, see non-Roman

scripts, alphabets

ordinal numbers, 6.6.2, 6.7.5

words and names, 8.11
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and shortforms, 8.7.5-6

and simple upper

wordsigns, "was",

8.2.5

contracting, 8.11.1-2

extended passages, 8.11.2

"sth" in transliterated

Greek words, 8.11.5

use of special accented

letter signs, see

accented letters,

special accented letter

signs

Welsh, see Welsh

see also accented letters and

accent sign

French, Appendix II (A); see also

accented letters;

accent sign; foreign,

words and names

full stop

and ellipsis, 4.4.2

inserted after number or letter

starting paragraph,

9.5.2

inserted after speaker's name in

plays, 9.6.4

omission of

as separators in groups of

letters and figures,

6.1.7

as separators in number

reference groups,

7.3.6

in abbreviated dates, 6.1.5

sign, 2.3

with simple upper wordsign,

8.2.6

see also abbreviation point

German, Appendix II (B); see also

accented letters;

accent sign; foreign,

words and names

Greek, 5.8, Appendix I (A)

in unit abbreviations, 7.5.15

guide to contracting, alphabetical,

Appendix III

half lines (old-English verse), 7.4.2

hash, 7.2.17

sign, 2.6

headings, 9.1.6

Hebrew, 5.8, Appendix I (B)

hyphen, 4.5

division at, 4.5.2

expressions beginning or ending

with, 4.5.1

influence across

capital sign, 5.2.3, 5.2.4

italic sign, 5.5.8-5.5.12

letter sign, 5.6.7

number sign, 6.1.3

non-insertion of after oblique

stroke, 4.6.3

omission of

before listed items, 9.1.7

in groups of letters and

figures, 6.1.7

in stock exchange

quotations, 6.4.4

sign, 2.3

used to indicate omitted letters,

4.5.4
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with contractions

and , for , of , the , with , a ,

8.2.7

be , con , dis , com ,

8.4.16-17

be , con , dis , en , in , at

end of braille line,

8.4.4

ble  and ing , 8.3.5

com , 8.4.20

composite groupsigns,

8.6.3

ea  and double letter

contractions, 8.4.26

in stammered words,

8.13.1, 8.13.3

in word endings, 4.5.3,

8.14.2-3

part words, 4.5.3

shortforms, 8.7.4

simple upper wordsigns,

8.2.4

to , into , by , 8.4.11

with numbers, 6.1.3

and italics, 5.5.12

length of, 6.1.4

oblique stroke, 4.6.3

omitted in groups of

letters and figures,

6.1.7

omitted in telephone

numbers, 6.1.6

stock exchange

quotations, 6.4.4

suppressed, 6.1.5

with personal initials, 7.1.6

with spelt out words, 5.6.11

with stammered syllables,

8.13.1, 8.13.3-4

with word endings, 8.14.1,

8.14.4

initials, personal, 7.1.6

interrupted sentences, 4.3.3

ISBN number, 9.2.3

Italian, Appendix II (C); see also

accented letters;

accent sign; foreign,

words and names

italics, 5.5

and abbreviations containing

abbreviation point,

5.5.16

and apostrophe

English words, 5.5.13

foreign words, 5.5.14

in partially italicized

words, 5.5.18

and dash, 4.3.9

and ellipsis, 4.4.4

and print symbols, 5.5.24

compound numbers, 5.5.12

division of italicized word, 5.5.8

division of compound word,

5.5.8

ignored

in centred headings, 5.5.3

in quoted extracts, 5.5.4

in stage directions, 9.6.2

indication of underlining, 5.5.22

multiple paragraphs, 5.5.7

partially italicized words,

5.5.17-18

passages, 5.5.1

and print symbols, 5.5.24

consisting of words joined
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by hyphens, 5.5.10

placement of terminator, 5.5.1

and compound words,

5.5.11

in relation to capital

terminator, 5.5.2

reversion to ordinary type,

5.5.5

sign, 2.4

spelt out words, 5.5.9

succession

of phrases or

abbreviations,

5.5.20-21

of titles, 5.5.19

titles, 5.5.19, * 5.5.23

ending with dates or

numbers, 5.5.6

with and , for , of , the , with , a ,

8.2.9-10

with be , were , his , was ,

8.4.14

with dashes, 4.3.9

with ellipsis, 4.4.4

with oblique stroke, 5.5.15

with speaker's names in plays,

9.6.1

with to , into , by , 8.4.8

with word endings, 8.14.4-5

words, 5.5.1

layout, 9

books

contents list, 9.2.1

dust jacket material, 9.2.2

ISBN number, 9.2.3

outer cover of braille

volume, 9.2.4-5

correspondence, 9.3

and italics, 9.3.5

and quotation marks, 9.3.5

dividing over braille page

break, 9.3.4

general layout, 9.3.2

headings, 9.1.6

lists, 9.1.7

notes, 9.4

inserting brief notes, 9.4.3 

marking point of reference

with asterisk or

dagger, 7.2.4, 9.4.2

placement at ends of

chapters or articles,

9.4.5

placement at ends of

paragraphs, 9.4.4

placement at ends of

volumes, 9.4.5

placement in separate

volumes, 9.4.5

transcription of, 9.4.6-7

page information line, 9.1.4

paragraphs, 9.5

beginning with number or

letter, 9.5.2

hanging, 9.5.3

plays, 9.6

change between verse and

prose, 9.6.6 

shared verse line, 9.6.8

speakers' names, 9.6.1,

9.6.4

speech, 9.6.4-5

stage directions, 9.6.2-3,

9.6.7

poetry, see poetry
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print page indicator, 9.1.5

quoted passages, see quoted

passages

use of special signs, 9.1.8

word division, 9.9

letter sign, 5.6

and contractions, 5.6.12

and single letter in quotation

marks or italics,

5.6.13

in abbreviations, 7.1.1,

* 7.1.7-8

American states, * 7.1.10

dates, 6.1.5

non-use, 7.1.3-4, 7.5.4,

7.5.8

references, 7.3.2-3

with superscript terminal

letters, 7.1.14

in groups of letters and figures,

6.1.7

in word endings, 8.14.4

influence over punctuation and

composition signs,

5.6.7

lettered paragraphs, 5.6.4,

9.5.2

non-use when adjacent to

other signs, 5.6.5

sign, 2.4

used before a string of letters,

5.6.6

used before letters following

numbers, 5.6.8

used before letters used as

designations, 5.6.14

used before single letter words

in foreign text, 5.6.9

used before single letters,

5.6.2-3, 5.6.13

used to avoid ambiguity with

shortform, 8.7.5

used with accented letter signs,

5.1.5

used with non-Roman letters,

5.8.2

with accent sign, 5.6.10

with oblique stroke, 4.6.1

with Roman numerals, 6.7.1-4

letters, see layout, correspondence

line sign, 5.7

and dash, 5.7.4

and ellipsis, 5.7.5

sign, 2.4

spacing, 5.7.2-5

in poetry, 9.7.8-14

lisped words, 8.13.5

lists of items, 9.1.7

long syllables (scansion), 7.4.1,

7.4.3, 7.4.5

sign, 2.6

male sign, 7.2.18

sign, 2.6

mathematical signs, 6.5

before punctuation, 6.5.5

before words, 6.5.4

signs, 2.5

spacing, 6.5.3-5

with to , into , by , 8.4.12

money, see unit abbreviations,

monetary

names

and shortforms, 8.7.5-6

English, see English names
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foreign, see foreign, words and

names

non-Roman scripts, 5.8, Appendix I

alphabets

Greek, Appendix I (A)

Hebrew, Appendix I (B)

old English, 8.12.3,

Appendix I (C)

Russian, Appendix I (D)

Greek mu and omega in unit

abbreviations, 7.5.15

passages, 5.8.2

single letters, 5.8.1

words, 5.8.2

notes, see layout, notes

numbers, 6

bracketed, within word, 4.2.4

cardinal, 6.1, 6.5.1-2

compound, 5.5.12, 6.1.3-5,

6.7.3

contracted, 6.2

decimals, 6.1.8, 6.3

coinage, 6.3.2

recurring, 6.3.3

dot within string of digits, 6.1.8

fractions, 6.4, 6.5.6

and numerical comma,

6.4.6

mixed, 6.4.2

ordinal terminations, 6.4.5

use of separation sign,

6.5.6

grouped with letters, 6.1.7

length of hyphen and dash,

6.1.4

numerical comma, 6.5.1-2

omitted digits, 6.1.2

ordinal, 6.6, 6.7.5

use of contractions in

terminations, 6.6.1-2,

6.7.5, 8.3.4

Roman, 6.7, * 7.3.7

and ordinal terminations,

6.7.5

letters or Arabic numerals

following, 6.7.4

section, 6.1.8

signs, 2.2

version, 6.1.8

numeral sign

as separator in groups of letters

and figures, 6.1.7

cardinal numbers, 6.1.1

in abbreviated dates, 6.1.5

in telephone numbers, 6.1.6

influence over punctuation and

composition signs,

6.1.3

sign, 2.4

with oblique stroke, 4.6.1

oblique stroke, 4.6

adjacent contractions, 4.6.4-5

denoting "per", 4.6.2

dividing at, 4.6.3

in combined units, 7.5.13

in groups of letters and

numbers, 4.6.1, 6.1.7

in imperial currency, 7.5.19

indicating verse lines, 9.7.14

sign, 2.3

spacing, 4.6.3

with st  contraction, 4.6.4

old English, 5.8, 8.12.3, Appendix I

(C)

see also English, early
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omitted digits, 6.1.2

in compound dates, 6.1.5

omitted letters

indicated by a dash, 4.3.6

indicated by dots or asterisks,

4.1.5

indicated by hyphens, 4.5.4

omitted words

indicated by a dash, 4.3.7

indicated by asterisks, 7.2.7

indicated by dots, 4.4.1

outer cover of braille volume,

9.2.4-5

page information line, 9.1.4

paragraphs, 9.5

in plays, 9.6.5-6

in poetry, 9.7.2-3

notes at the end of, 9.4.4

notes brailled as, 9.4.7

within bracketed passage, 4.2.1

within italicized passage, 5.5.7

within note, 9.4.6

within quoted passage, 4.7.5

see also layout, paragraphs

percent, 2.6, 7.5.2

plays, see layout, plays

poetry, 9.7

facsimile method, 9.7.4-7

capitals, 9.7.7

line breaks using facsimile

hyphen, 9.7.6

stanzas, 9.7.4

line-by-line method, 9.7.1-3

new paragraph within

verse line, 9.7.3

stanzas, 9.7.2

line sign method, 9.7.8-14

extract beginning in middle

of verse line, 9.7.13

line of asterisks, 9.7.11

new paragraph within

verse line, 9.7.12

note references, 9.7.10

stanzas, 9.7.9

use of vertical line or

stroke in print, 9.7.14

see also line sign

prose and verse, 9.7.15-16

resumption of main text,

9.7.16

within plays, 9.6.4-6

post codes, 7.1.6

powers, 6.5.7

in units, 7.5.13-14

prefixes

bridging, 8.9.1-2

com  not used with "co" prefix,

8.4.19

print page indicator, 9.1.5

sign, 2.4

print symbol indicator, 2.4

print symbols, see symbols, print

punctuation signs, 4

order of, 4.8

signs, 2.3

see also specific entries, e.g.

apostrophe

question mark

sign, 2.3

standing alone, 4.2.5

quotation marks, 4.7

and lists, 4.7.6

multiple paragraphs, 4.7.5

omitted for single letters,
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5.6.13

quoted headlines and notices,

9.8.2

quoted passages, 9.8.1 (b)

reopened at each print line,

4.7.7

shown as a dash, 4.3.10

signs, 2.3

single and double, 4.7.1-2

alternating, 4.7.4

used to indicate distinct

sense, 4.7.3

used to indicate names or

foreign words within

italics, 5.5.5 (a)

with dash at beginning or end

of line, 4.3.4

with italics, 5.5.4

with to , into , by , 8.4.8, 8.4.11

see also quoted passages

quoted passages, 9.8

contained within quoted or

italicized passage,

9.8.3

containing listed items, 4.7.6

multiple paragraphs, 4.7.5

notices and headlines, 9.8.2

shown by separator lines in

braille, 9.8.1 (a)

shown by indentation in braille,

9.8.1 (a)

shown by quotation signs in

braille, 9.8.1 (b)

with both italics and quotation

marks, 5.5.4

see also quotation marks

references, 7.3

biblical, 7.3.6

braille reference signs, 2.6,

7.3.8

following the number, 7.3.2

mixed Roman numbers in

non-capitalized

braille, * 7.3.7

plays, 7.3.6

preceding the number, 7.3.3-4

print symbols, 7.3.5

see also layout, notes

reference signs, braille, 2.6, 7.3.8

registered trademark sign, 7.2.12

sign, 2.6

Russian, 5.8, Appendix I (D)

scansion, 7.4

separation sign, mathematical

after arithmetic signs, 6.5.3

after fractions, 6.5.6

after unit abbreviations, 7.5.14

sign, 2.5

short syllables (scansion), 7.4.1,

7.4.3, 7.4.5

slurred words

hyphen not inserted to divide,

8.13.4

"th" in lisped words, 8.13.5

use of groupsigns, 8.13.4

Spanish, Appendix II (D); see also

accented letters;

accent sign; foreign,

words and names

special braille signs, 9.1.8

spelt-out words, 5.6.11

with italics, 5.5.9

stammered words, 8.13

division of, 8.13.2
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contraction adjacent to hyphen,

8.13.1

hyphen used to divide, 8.13.1,

8.13.4

use of groupsigns, 8.13.4

use of simple wordsigns, 8.13.3

with italics, 8.13.6

stanzas, see entries under poetry

Stock Exchange quotations, 6.4.4

stress

printed at the end of the

syllable, 7.4.4

shown by accent sign, 5.1.2,

7.4.3

shown by long sign, 7.4.1

subscripts, 6.5.7

sign, 2.5

suffixes

bridging contractions, 8.9.3

with a hyphen, 4.5.3

with ea , 8.4.29

superscripts, 6.5.7

in unit abbreviations, 7.5.13-14

sign, 2.5

terminal abbreviations, 7.1.14

swung dash, 8.14.1

symbols, print, 7.2

before list items, 9.1.7

in references, 7.3.5

signs, 2.6

unit abbreviations, 7.5.2

see also specific entries, e.g.

ampersand

telephone numbers, 6.1.6

old-style, 6.1.7

terminology, 1

time, expressions of, 6.1.8, 7.5.1,

7.5.6

French form, 6.1.9

involving colon, 7.5.6

minutes and seconds signs,

7.5.5, 7.5.14

trademark sign, 7.2.12

sign, 2.6

type, change of

for quoted passage, 9.8.1

within italics, 5.5.5

underlining, 5.5.22

unit abbreviations, 7.5

capital letters, 7.5.1

combined, 7.5.13

contracting, 7.5.17

degrees, minutes and seconds,

2.6, 7.5.5, 7.5.12,

7.5.14

division from numbers, 7.5.20

Greek letters in, 7.5.15

informal, in non-capitalized

braille, * 7.5.7

monetary

before the number, 7.5.4

between numbers, 7.5.6,

7.5.10

cent, 2.6, 7.5.5

decimal coinage, 6.3.2

dollar, 2.6, 7.5.4, 7.5.9-10

escudo, 7.5.10

euro, 2.6, 7.5.4-6, 7.5.9

franc, 7.5.4, 7.6.5-7

Deutschmark, 7.5.4, 7.5.7

halfpenny, 6.4.3

imperial, 7.5.19

in non-capitalized braille, 

* 7.5.7
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pound, 2.6, 7.5.4, 7.5.9-10

yen, 2.6, 7.5.9

multiple, 7.5.16

signs for feet and inches, 2.6,

7.5.5, 7.5.14

thousand, million, billion, 7.5.5,

7.5.11

time, see: time, expressions of

spacing, 7.5.4, 7.5.5

when degree sign absent

in temperature unit,

7.5.12

use of letter sign, 7.5.1, 7.5.8

use of separation sign, 7.5.14

with letters, 7.5.18

verse, see poetry

verses, see stanzas entries under

poetry

vertical stroke to show verse line,

9.7.14

web addresses, see computer code

indicator, email and

other electronic

addresses

Welsh

alphabet and signs, Appendix I

(E)

contracting words and names in

Standard English

Braille, 8.11.1, 8.11.3

word division, 9.9

word endings, 4.5.3, 8.14

and italics, 8.14.4, 8.14.5

contracting, 8.14.2-3, 8.14.5

preceded by swung dash,

8.14.1
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