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Type and Typography

Faced with the veritable demise of handset type, Hermann Zapf, the creator of Aldus,
Optima, and Palatino, was asked what the craftsman-typesetter would do. Zapf said the
he would keep a composing rule and type, and at lunch he would set a beautiful line of

type.
Setting type is a craft. With the power of Word, for example, you have the ability to

exceed what most computer and photo typesetters could do in the 1980’s. Can you type-
set a book in Word and save it as a PDF? Yes. Should you? Our advice is no.

Whatever your needs are, we feel that knowing something about type and typography
can only help. In that spirit, we offer the following pages.

N RT IS THE ELEGANT DISPLAY
z s of the structure of things. We can only
| <: speak of art in poetic terms, when lan-

guage is art. It is experience—a moment of com-
>< munion. How easy to strip it bare with a few care- j—l
less words. Like words cast in anger, they ripple

against what we love forever. The mystery of a
thing is often quite simple. — Otto Roeper
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Italic S

Alphabet Alphabet

Normal letter spacing Oblique

Alphabet Alphabet

Open Touching

Alphabet

Expanded

Type styles and Letter Spacing: The parts of a glyph have names, the most important distinctions
are between serif and sans serif, roman and italic. Normal letter spacing is subtly adjusted to avoid
typographical problems, such as widows, orphans, and rivers; open, touching, or expanded are most
often used in display matter.



ABCDEFGHIJKLMNOPQRSTUVWXYZ Regular
abcdefghijklmnopqrstuvwxyz
1234567890 .,/1&%$#( )| |

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 .,/'&%S$#( )[ ]

Bold Condensed

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz Bold Condensed Italic
1234567890 .,/!¢%$#()[ ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 .,/1¢%$#( )[ ]

Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz Medium
1234567890 .,/'&%$#( )[ |

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz Medium Italic
1234567890 .,/1¢%3$#()[ |

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz

1234567890 .,/1&%$#( )| ] Semibold
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz

1234567890 .,/!1¢%$#()[ ] Semibold Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz Bold
1234567890 .,/'&%$#( )[ ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 .,/!¢%$#()[ ]

Bold Italic

Styles of type: Lach family of type (these font examples are all members of Minion Pro), can have
variations ranging from light condensed to extra bold extended. Not all fonts have all possible charac-
ters, and not all families have all possible fonts.



ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 .,/'&%S# () [ ]

ABCDEFGHIJKLM NOP@STUVWXYZ
abedefghijklmnopqrstuvwxyz

1234567890 ., 1&%$ ()] ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijKlImnopqrstuvwxyz
1234567890 ../! & %$#( )| ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 .,/1&%$#()[ |

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
1234567890 .,/'&%S#( ) ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abedefghijklmnopgrstuvwxyz
1234567890 .,/'&%S$#( )[ ]

ABCDETA T I JFLMNOPORSTUVW XYL
abedefglghlmnopgrsteow vyz
1234567890 ../ /&% °7 1)/

ABCDEFEHIFRIMNOPARSTUYTUXDZ
abedefabijklmmopgrstuboxys
1234567890 .,/1&%5#( ) |

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
234567890 . /'&%S$( ) 1]

Old Style

Century Old Style
rugged, unsymmetric,
good readability

Transitional
Requiem

Midway between old
style and modern

Modern

Bodoni

“mechanically perfect,”
delicate hairlines

Square Serif (Egyptian)
Chaparal

straight serifs and rela-
tively even strokes

Sans Serif
Arial
no serifs

Script

English Script
resembles script and
letters connect

Cursive

Alison

formal, calligraphic
letters do not connect

Text

Old London

called gothic or old
English, or black letter

Decorative

Berhnard Fashion

also novelty, a catchall
classification

Classification of Type Faces: Traditionally, there are eight classes of type: old style, transitional, mod-

ern, square serif, sans serif, cursive and scrips, text letters, and decorative types.



ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
1234567890 .,/!&%SH#H( ) [ ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz
1234567890 .,/'1&%$#( )| ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890 .,/!&%$#( )| ]

ABCDEFGHITKLMNOPQRSTUVWXY Z
CLbcdefjh?’]k(mnoqurszf—w/wx:yl

123456789 .,/ & %g#( ) T

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jkImnopqrstuvwxyz
1234567890 .,/'&%$#( )] ]

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefhijkmnopgrstuvwxyz
1234567890
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Typewriter

Courier
monospaced, square
serif

Open or Outline
Grenoble Outline
can be serif or non serif

Stylized Sans Serif
Optima

graceful variations in
the strokes

Handwriting—printing
Feltpen

Handwriting—cursive
Zephy

Brush
Painty paint

Foreign—Greek
Marathon

Foreign—Arab
Arab Dances

Cartoon
Smartie Caps

Variations: There are too many variations within the major classifications to even touch on the possi-

bilities, but we are showing some groupings: typewriter, open or outline, stylish variations on sans serif,

handwriting—printed, handwriting—cursive, brush, foreign-—Greek, Arab-—cartoon.



Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, com- Unjustified (flush left,
modo a, posuere at, tristique in, velit. Nam porta magna sit amet magna. Nulla ragged right)
accumsan arcu ac turpis. Pellentesque gravida pede eu purus. Aliquam facilisis

faucibus pede. Ut varius nibh auctor pede. Nullam condimentum diam sed diam.

Class aptent.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, com- Unjustified (flush right,
modo a, posuere at, tristique in, velit. Nam porta magna sit amet magna. Nulla ragged left)
accumsan arcu ac turpis. Pellentesque gravida pede eu purus. Aliquam facilisis
faucibus pede. Ut varius nibh auctor pede. Nullam condimentum diam sed diam.
Class aptent.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, com- Centered
modo a, posuere at, tristique in, velit. Nam porta magna sit amet magna. Nulla
accumsan arcu ac turpis. Pellentesque gravida pede eu purus. Aliquam facilisis
faucibus pede. Ut varius nibh auctor pede. Nullam condimentum diam sed diam.
Class aptent.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, Asymmetrical
commodo a, posuere at, tristique in, velit. Nam porta magna sit amet magna.
Nulla accumsan arcu ac turpis. Pellentesque gravida pede eu purus.
Aliquam facilisis faucibus pede. Ut varius nibh auctor pede.
Nullam condimentum diam sed diam. Class aptent.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, com- Justified
modo a, posuere at, tristique in, velit. Nam porta magna sit amet magna. Nulla

accumsan arcu ac turpis. Pellentesque gravida pede eu purus. Aliquam facilisis fau-

cibus pede. Ut varius nibh auctor pede. Nullam condimentum diam sed diam. Class

aptent.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu ipsum, commodo Justified

a, posuere at, tristique in, velit. Nam porta magna sit amet magna. Nulla accumsan No hyphenation
arcu ac turpis. Pellentesque gravida pede eu purus. Aliquam facilisis faucibus pede.

Ut varius nibh auctor pede. Nullam condimentum diam sed diam. Class aptent.

Margins: Type can be arranged in five ways between the vertical margins: 1) unjustified—flush left,
ragged right; 2) unjustified - flush right, ragged left; 3) centered: 4) asymmetrical; §) justified; and 6)
justified with no hyphenation.



Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par- C
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum entury
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleif- 10/10
end. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis,

ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit

amet elit rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur

risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et,

hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor

in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par-
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleif-
end. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis,
ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit
amet elit rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur
risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et,
hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor
in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Century
10/12

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.

Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin

imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par- Century
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum 10/14
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleif-

end. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis,

ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit

amet elit rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur

risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et,

hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor

in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.

Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin

Centrury
10/16

imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par-
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleif-
end. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis,
ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit
amet elit rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur
risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et,
hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor

in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Leading: Line spacing. Pronounced “ledding.” “10 10 is read “10 on 10.” It comes from the strips of
led inserted between lines of handset type. 1010 has no leading; 10 12 has 2 points of lead, etc. Here
the same amount of copy, all set in 10 point type, is shown solid (no leading) to 6 points of leading,
Readability increases as the expense of how many words would fit on a page.



Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.

Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin

imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par- Century
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum 10/12
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleif-

end. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis,

ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit

amet elit rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur

risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et,

hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor

in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.

Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin im-

perdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient Book Antiqua
montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, port- 10/12

titor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at

risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis fau-

cibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus

porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in,

blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu,

pede. Ut viverra cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec,

erat. Vivamus quis orci a neque pulvinar blandit.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent vitae arcu.
Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imperdiet. Sed viverra ultricies nisi. Cum

Bernard Modern

sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec non erat. Nam arcu
lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. 10/12
Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus
ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit thoncus porttitor. Suspendisse sed
nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit Ve], consectetuer ut, sapien. Sed dui
enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor in,

ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent vitae

arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imperdiet. Sed viverra ultricies

nisi. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec non Requiem
erat. Nam arcu lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue in- 10/12
terdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum

turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor.

Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer

ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur

justo justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

Color: The tone or density of a text block on a page. The style of a typeface not only should say
something about what is set with it, but blocks of text are ‘colored” by the choice of type. Additional
examples follow, with the roman and italic fonts. Following are examples of the same block of text set
in a variety of fonts:



Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis
velit. Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tin-
cidunt. Proin imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. Donec non erat. Nam arcu
lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec
augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed
consectetuer venenatis, ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem
in orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspendisse sed nulla id
augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer
ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra
cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat. Vi-
vamus quis orci a neque pulvinar blandit.
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abcdefghijklmnopqrstuvwxyz
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent vitae
arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imperdiet. Sed viverra ultricies
nisi. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec non
erat. Nam arcu lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue
interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum
turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor.
Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer
ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur
justo justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit. AB

ABCDEFGIJKLMNOPQRSTUVWXYZ
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1234567890
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent
vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imper&iet. Sed viver-
ra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus
mus. Donec non erat. Nam arcu Iorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Cura-
bitur a risus nec augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed
consectetuer venenatis, ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus
ajusto sit amet elit rhoncus porttitor. Suspen(lisse sed nullaid augue mollis rutrum. Curabitur risus
massa, auctor in, blandit Vel, consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis,
blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor in, uHamcorper at, facilisis

nec, erat. Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis
velit. Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tinci-
dunt. Proin imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. Donec non erat. Nam arcu
lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec
augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue
sed consectetuer venenatis, ipsum turpis faucibus ipsum, vitae imperdiet turpis
lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspendisse sed nulla
id augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer
ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra
cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat.
Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, port-
titor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at
risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus
ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor.
Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel,
consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut
viverra cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat. Viva-
mus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis
velit. Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tinci-
dunt. Proin imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et
magnis dis parturient montes, nascetur ridiculus mus. Donec non erat. Nam arcu
lorem, vestibulum eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec
augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed
consectetuer venenatis, ipsum turpis faucibus ipsum, vitae imperdiet turpis lorem in
orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspendisse sed nulla id augue
mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer ut, sapien.
Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit.
Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis orci
a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Proin accumsan facilisis wvelit. Praesent wvitae arcu. Quisque
nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque pe-
natibus et magnis dis parturient montes, nascetur ridiculus
mus. Donec non erat. Nam arcu lorem, vestibulum eget, portti-
tor eget, pharetra gquis, nunc. Curabitur a risus nec augue in-
terdum eleifend. Aliquam at risus. Ut at lorem. Aliquam lac-
inia, augue sed consectetuer venenatis, ipsum turpis faucibus
ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo
sit amet elit rhoncus porttitor. Suspendisse sed nulla id au-
gue mollis rutrum. Curabitur risus massa, auctor in, blandit
vel, consectetuer ut, sapien. Sed dui enim, commodo et, hen-
drerit quis, blandit eu, pede. Ut viverra cursus velit. Cura-
bitur justo justo, tempor in, ullamcorper at, facilisis nec,
erat. Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent
vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imperdiet. Sed
viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, porttitor eget, pharetra quis,
nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam
lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus ipsum, vitae imperdiet turpis
lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspendisse sed nulla id augue
mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui
enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo
justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blan-

dit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin im-
perdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, porttitor
eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at risus.
Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus ipsum,
vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspend-
isse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consec-
tetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra
cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis
orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Proin accumsan facilisis velit. Praesent vitae arcu. Quisque
nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque pe-
natibus et magnis dis parturient montes, nascetur ridiculus
mus. Donec non erat. Nam arcu lorem, vestibulum eget, port-
titor eget, pharetra quis, nunc. Curabitur a risus nec augue
interdum eleifend. Aliquam at risus. Ut at Tlorem. Aliquam
lacinia, augue sed consectetuer venenatis, ipsum turpis fau-
cibus ipsum, vitae imperdiet turpis Tlorem in orci. Vivamus a
Jjusto sit amet elit rhoncus porttitor. Suspendisse sed nulla
id augue mollis rutrum. Curabitur risus massa, auctor 1in,
blandit vel, consectetuer ut, sapien. Sed dui enim, commodo
et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit.
Curabitur justo justo, tempor in, ullamcorper at, facilisis
nec, erat. Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, port-
titor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at
risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus
ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor.
Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit
vel, consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede.
Ut viverra cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat.
Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit. Praesent
vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin imperdiet. Sed
viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, porttitor eget, pharetra quis,
nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at risus. Ut at lorem. Aliquam
lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus ipsum, vitac imperdiet turpis
lorem in orci. Vivamus a justo sit amet elit rhoncus porttitor. Suspendisse sed nulla id augue
mollis rutrum. Curabitur risus massa, auctor in, blandit vel, consectetuer ut, sapien. Sed dui
enim, commodo et, hendrerit quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo
justo, tempor in, ullamcorper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.

ABCDEFGIJKLMNOP%STUVWXYZ
abedefghijklmnopqrstuvwxyz

1234567890

1@ S0R&T() -

L[] e ?

ABCDEFGUKLNINOPQRSTUVVVXYZ
abedefghifklmnopqrstuvixyz

1234567890

1@ S ()

]

Minion
12/14

Requiem
12/14



Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis par-
turient montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum
eget, porttitor eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend.
Aliquam at risus. Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum
turpis faucibus ipsum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit
rhoncus porttitor. Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa,
auctor in, blandit vel, consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit
quis, blandit eu, pede. Ut viverra cursus velit. Curabitur justo justo, tempor in, ullam-
corper at, facilisis nec, erat. Vivamus quis orci a neque pulvinar blandit.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin accumsan facilisis velit.
Praesent vitae arcu. Quisque nec sapien nec leo consequat luctus. Cras tincidunt. Proin
imperdiet. Sed viverra ultricies nisi. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec non erat. Nam arcu lorem, vestibulum eget, porttitor
eget, pharetra quis, nunc. Curabitur a risus nec augue interdum eleifend. Aliquam at risus.
Ut at lorem. Aliquam lacinia, augue sed consectetuer venenatis, ipsum turpis faucibus ip-
sum, vitae imperdiet turpis lorem in orci. Vivamus a justo sit amet elit thoncus porttitor.
Suspendisse sed nulla id augue mollis rutrum. Curabitur risus massa, auctor in, blandit
vel, consectetuer ut, sapien. Sed dui enim, commodo et, hendrerit quis, blandit eu, pede.
Ut viverra cursus velit. Curabitur justo justo, tempor in, ullamcorper at, facilisis nec, erat.
Vivamus quis orci a neque pulvinar blandit.
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Proof Reader’s Marks

Marginal

Mark Explanation Example Corrected
((— Delete: take out Once uqugr; atime Once upon a time
c Insert: letter or word On/g upon a time Once upon a time
el Italicize Once upon a time Once upon a time
# Insert space Once upona time Once upon a time
- Close up space Once upd_natime Once upon a time
~ Insert a comma Oncg\upon a time Once, upon a time
©) Insert period Once upon a time A Once upon a time.
cap Replace with capital once upon a time Once upon a time
Le Replace with lowercase O}ﬁce upon a time  Once upon a time
Jeom Replace with roman Once upon a time Once upon a time
Lok Replace with bold Once upon a time Once upon a time
L/ Replace with bold italic Once upon a time Once upon a time
NEM Move to the left C Once upon a time Once upon a time
| Move to the right Once upon a time J  Once upon a time
- Transpose Once afupon time Once upon a time
stet  Let Stand Once upon a time Once upon a time

Replace with small caps Once upon a time

S¢ —_—
2 Run in Once upon
Ca time

it Center AOnceC Once
__+ Move Down Oncqll@ a time Once upon a time
— Move Up Once)-u/pa\1 a time Once upon a time
¥ ¢ Insert quotation marks Once uponatime “Once upon a time”
| Insert a colon Once upon a time¢~ Once upon a time:
Jl Insert a semicolon Once upon a time ~ Once upon a time;
< Insert an apostrophe Once, pon a time Once ’pon a time
12) Insert a hyphen Once upon a time Once upon a time-
= Insert an em dash Once upon a time Once upon a time—

ONCE upon a time
Once upon a time

Proofreader’s Marks: These are the most common, but by no means all, marks. We have excluded
marks that apply to handset metal type. Theses marks are impossible to use unless dealing with text
on paper. Tests have shown that comprehension improves when text is read on paper rather than a
monitor—therefore our recommendation is to print things out.



