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A (word), 12.2a 
joined to and, for, of, the, with, 4.3 

Ab, as name, 12.4 
ab, short-form, 11.1 
Abbreviations, 13.1 

acronyms, 13.3 
apostrophe in, 13.1d 
be, con, dis, and com in, 7.9, 13.1b 
biblical, 17.4b 
capitalization in, 2.5a(2)(b), 13.1, 13.1a 
for coinage, weight, and measure, 13.9a 
compound, 13.1a 
connecting words in, 13.1e 
contractions used in, 13.1b 
of dates, 13.8 
divided between lines, 13.1 
enclosed in punctuation, 13.1g 
initialisms, 13.3 
initials, personal, 13.2 
letter sign in, 13.1, 13.1c, 13.1e 
letters, omitted in, 13.1d 
non-Latin letters in, 13.1f 
for number (No), 3.1c 
one-cell, whole-word contractions in,  
 13.1b - c 
order of, 13.1 
not followed by period, 13.1c 
plural, 13.1d 
postal abbreviations, 13.1b, 19.2b(11) 
punctuation within, 13.1 
in references, 17.4 
of saint and street, 5.3e 
and short-forms, 13.1c 
single letter, 12.2d 
slash in, 13.4b 
spacing of, 13.1 
of states on title page, 19.2b(11) 
word endings in, 13.1e 

Accent sign, 16.1 
Accented letters in English texts, 16.1 
Accolades, 17.5c, 19.2h(2) 
Acknowledgments, 19.2h(4), 19.3c 
Acronyms, 13.3  
Adjectives, 2.5a(1)(b), 6.12b 
æ (ae), 6.5 
after, short-form, special rules for, 11.5 
Al, as name, 12.4 

al, short-form, 11.1 
ally, 10.1a. SEE ALSO Final-letter contractions 

as word, 10.1b, 
Alphabet, 1.3, 1.4, 1.5 
Alphabet contractions, 4.2 
Alphabets, Non-Latin, 16.5 
Alternative contractions, choice between, 

 6.11 
preference given to ance and ence,  
 10.1d(3) 
preference given to and, for, of, the,  with, 
 6.11b, 7.3e 
preference given to ation over tion,  
 10.1d(1) 
preference given to ence followed by d  
 or r, 10.1d(3) 
preference given to one-cell contractions  
 over two-cell contractions, 9.3 
preference given to other one-cell  
 contractions over double-letter and  
 ea contractions, 8.2h 
preference given to contraction 
 reflecting correct pronunciation, 9.5 
preference given to contraction that  
 saves most space, 4.5d, 5.3c, 6.11a 
preference given to contraction that 
 preserves usual form of base word,  
 6.9, 7.7, 8.2b, 10.1c-d, 10.1d(2), 11.6 

American Printing House for the Blind, xii 
Ampersand (&), 13.1e 
ance, 10.1a. SEE ALSO Final-letter contractions 

preference given to use of, 10.1d(3) 
and, for, of, the, with, 4.3, 4.4 

a, in conjunction with, 4.3 
in hyphenated compound words, 4.3b 
italics with, 15.1c(3) 
joined, not joined, 4.3, 4.3a 
as part-word contractions, 4.4 
preference for, 6.11b, 7.3e 
with punctuation or composition signs, 
 4.3a 
in syllabicated words, 12.8a(1) 
as whole-word contractions, 4.3 

Anglicized words and phrases, 7.2c,  16.3 
 accent sign used in, 16.1 
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Apostrophe, 2.4 
in abbreviations, 13.1d 
before capital letters and fully capitalized  
 words, 2.4b 
with child, shall, this, which, out, and  
 still, 5.2a 
with com, 7.6 
in dates, 3.1d 
before final-letter contractions, 10.1e 
inserted in hm, 11.7 
missing letter, represented by, 12.3b,  
 13.1d 
with letters, 12.2b, 12.3b 
with numbers, 3.1d 
with one-cell, whole-word contraction, 
 4.2a 

Appendixes, 19.8 
ar, 6.1 

exception to rule on prefixes, 6.2 
ar, ed, er, gh, ow, ble, and ing, 6.1 
Arabic numbers. SEE Numbers 
Archaic spelling, 16.6 
Asterisk, 17.2 

used to show break in text, 19.1e 
used to show omission of words, 15.3 
as reference marker 17.2,  

At (@) symbol, 13.9a 
ation, 10.1d(1). SEE ALSO Final-letter 

contractions 
Attributions and credit lines, 2.5b(2), 13.10a, 

17.5 
Author, other books by, 19.2h(1) 
Author's name,  

placement of in credit lines, 17.5a - b 
on title page, 19.2b(5) 

 
BANA. SEE Braille Authority of North America 
bb, cc, dd, ff, gg, ea, 8.2. SEE ALSO Lower-

 sign contractions 
in base words, 8.2b, 8.2d 
with composition signs, 8.2a 
in compound words, 8.2e 
in diphthongs and trigraphs, 8.2g 
preference given to other one-cell  
 contractions, 8.2h  
with prefix, 8.2c 
with punctuation, 8.2a 
with suffix, 8.2d 

 
 

be. SEE ALSO Lower-sign contractions; be, 
 con, dis 
as part-word contraction, 7.1, 7.5 
as whole-word contraction, 7.1, 7.2, 7.2b 

be, con, dis, 7.5. SEE ALSO Lower-sign  
 contractions 
in abbreviations, 7.9 
in divided words, 7.5a 
in names, 7.8 
with punctuation, 7.5c 
in syllabicated words, 7.5c 
as last syllable of word, 7.5b 
with to, into, and by, 8.1d 

Biblical references, 17.4b 
Bibliographies, 19.8 
Blank lines in text, 19.1e 
ble, 6.1, 6.8 
blind, short-form, special rule for, 11.5 
Boldface type. SEE Italics  
Brackets, 2.4 

abbreviations enclosed in, 13.1g 
enclosing footnotes, 17.3a 
before italic sign, 15.1a(2) 
enclosing letters or portions of words, 15.8 
next to to, into, or by, 8.1c  

Braille alphabet, 1.3, 1.4, 1.5 
Braille Authority of North America (BANA), xi, 

xii, 16.1[note], 17.7b[note] 
Braille book format, 19.1 

accolades, 17.5c, 19.2h(2) 
acknowledgments, 19.2h(4), 19.3c  
appendixes, 19.8 
author's personal acknowledgments, 19.3c 
beginning of text, 19.3b 
bibliographies, 19.8 
blank lines, 19.1e 
breaks in text, 19.1e 
captions, 19.1b 
chapter headings, 19.6 
contents page, 19.2f 
cover/jacket material, 19.2g 
dedication, 19.2c 
diagrams, 19.1a 
disclaimer, 19.2h(3) 
division into volumes, 19.7 
end-of-volume indication, 19.9 
epigraphs, 17.5b, 19.2h(5), 19.5 
foreword, 19.3c 
front matter, 19.2h 
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glossaries, 19.8 
headings, 19.1c 
illustrations, 19.1a,  
indexes, 19.8 
introduction, 19.3c 
maps, 19.1a 
other books by author, 19.2h(1) 
page numbering, 17.7, 17.7a-b, 19.2a, 19.3a 
parts, broken into, 19.5 
pictures, 19.1a 
poetry, 19.2h(5) 
preface, 19.3c 
preliminary pages, 19.2, 19.4 
prologue, 19.3c 
reviews, 19.2h(2) 
running heads, 19.1d 
special symbols page, 19.2d 
table of contents, 19.2f 
text, first page of, 19.3b 
title page, 19.2b 
transcriber's notes page, 19.2e 
volume size and division, 19.7 

Braille cell, 1.1 
spacing between, 2.3 

Braille computer programs, xii, 1.2, 20.1 
Braille Enthusiast's Dictionary, 4.5e, 6.7 
Braille eraser, xii 
Braille Formats: Principles of Print to Braille 

 Transcription, xi,  
inconsistent with EBAE, 12[note] 
footnotes, 17.3c, Drill 33 
glossaries and indexes, 19.8 
marked lists, 18.3a 
pagination, 17.7b[note], 19.2a[note] 
poetry, 18.2b[note] 
preliminary pages, 19.2a[note] 
special formats, 18.1 
tables, 18.4 
title page, authors on, 19.2b(2) 
title page, copyrights, 19.2b(7) 

Braille, Louie, 1.5 
Braille paper, xii 
Braillewriter, xii, xiii, 1.2 
Breaks in text, 19.1e 
British coinage, 13.9f, 14.3b 
Bullets, 18.3 
but, can, do, etc. (one-cell, whole-word 

contractions), 4.2 
by. SEE to, into, by  
By, used for times sign, 14.4 

California Transcribers and Educators of the 
Visually Handicapped (CTEVH),  
16.1[note], 18.1 

Capital letter, preceded by apostrophe, 2.4b 
Capital letters, 2.1 

apostrophe preceding, 2.4b 
small capital letters, 15.2 
before or after to, into, by, 8.1b 

Capital sign, single and double, 2.1 
and italic sign, 15.1a 
repeated after slash, 13.4 

Capitalization, 
of a, i, or o, as words, 4.2c  
of abbreviations, 13.1 
at beginning of paragraph, 2.2 
of chapter headings, 19.6 
of compound words, 2.5a(2)(b) 
on contents pages, 19.2f, 19.2f(1) 
of italicized words, 15.1a 
of names, 2.1 
of one-cell, whole-word contractions, 4.2c 
of roman numerals, 14.1a 
of short-form words, 11.2  
of titles, subtitles, and authors' names on 
 title pages, 19.2b(3) 

Capitalized portions of words, 15.6 
Capitalized words, 2.1 

apostrophe in, 2.4b 
Captions, 19.1b 
Cardinal numbers, 3.1. SEE ALSO Numbers 
cc, 8.2. SEE ALSO bb, cc, dd, ff, gg, ea 
Cell-5 headings, 19.1c(2) 
Centered headings, 19.1c(1) 
Centering of headings and lines, xiv, 19.2(b)1 
Certification. SEE Trial manuscript 
ch, sh, th, wh, ou, st, 5.1 5.3 
Chapter, beginning of, 2.2 
Chapter headings, 19.6 
child, shall, this, which, out, still, 5.1, 5.2 

with apostrophe, 5.2a 
Citations, reference, 17.4a 
Clock time, 14.6 
Coinage, 

British decimal, 14.3b 
British sterling, 13.9f 
U S decimal, 14.3b 

Coined words, 16.4b 
Colon, 2.3 

in clock time, 14.6a 
effect on number sign, 3.1a 
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Columnar format, 18.3 
Columns, 18.3 

lists, 18.3a 
side-by-side, 18.3b 

com, 7.1, 7.6 
in abbreviations, 7.9 

Comma, 2.3 
effect on number sign, 3.1a 

Composition signs, 
accent sign, 16.1 
capital sign and double capital sign, 2.1 
definition of, 2.1 
italic sign (emphasis indicator), 15.1,  
 15.1a-b 
not terminated by italic sign, 15.1b 
letter sign, 12.1 
lower signs with, 7.2a 
number sign, 3.1 
order of, with punctuation marks, 16.8 
terminated by slash, 13.4 
termination sign, 15.7 
with to, into, by, 8.1b 
with whole-word lower sign 
 contractions, 7.2a 

Compound hyphenated words, 2.5a(2) 
be, con, and dis in, 7.5c 
ble and ing in, 6.8 
capitalized, 2.5a(2)(b) 
with child, shall, this, which, out,  
 still, 5.2b 
divided between lines, 2.5a(2)(a) 
initial-letter contractions used in, 9.1a 
italicized, 15.1a, 15.1b 
with one-cell whole-word 
 contractions, 4.2b 
part-word lower sign in, 7.4 
portions of, capitalized or italicized, 15.7 
short-forms used in, 11.4 
with to, into, and by, 8.1c  
whole-word lower signs in, 7.2b 

Compound (solid) words, 
ar, ed, er, gh, ow, ble, ing used in, 6.4 
bb, cc, dd, ff, gg, ea used in, 8.2e 
ch, sh, th, wh, ou, st used in, 5.3b 
contractions used in, 4.5b 
disconnected, 2.5a(3) 
en used in, 7.3c 
portions of, capitalized or italicized, 15.7 
short forms used in, 11.4  

Computer Braille Code, xii, 14.4 

Computer programs. SEE Braille computer 
programs 

con, 7.1, 7.5. SEE ALSO be, con, dis 
in short-form words, 11.3a 
as word, 7.5d 

Consonants pronounced separately, 6.7 
Contents, table of, 19.2f 

in trial manuscript, 20.2 
Contractions, 4.1, 4.5. Individual contractions 

indexed alphabetically.  
in abbreviations, 13.1b 
alphabet, 4.2 
in anglicized words, phrases, and proper 
 names, 16.1, 16.3 
choice between. SEE Alternative 
 contractions 
in compound words, 4.5b 
when consonants pronounced separately,  
 6.7 
defined, 4.1 
in dialect, 12.7b(3), 16.4a 
in digraphs and trigraphs, 6.5, 8.2g, 9.4,  
 10.1f 
in diphthongs, 6.5, 7.3d, 8.2g 
in English interspersed with foreign  
 words (dialect), 16.4a 
in English names in foreign phrases,  
 16.2a(2) 
final letter, 10.1. SEE ALSO Final-letter  
 contractions 
in foreign words or names in distinctive 
 typeface, 16.2a 
in foreign words or names in regular  
 typeface, 16.2b 
general rules for use of, 4.1, 4.5, 6.2[note], 
 6.9 
initial letter, 9.1. SEE ALSO Initial-letter  
 contractions 
in lisped words, 12.7b(2) 
lower-signs, general rule, 7.4 
 SEE ALSO Lower sign contractions 
in made-up words, 16.4b 
in names. SEE Names 
in ordinal endings, 5.4, 14.1d 
part word. SEE Part-word contractions 
portions of words emphasized, 15.6d 
in postal codes, 13.7 
preferred. SEE Alternative contractions 
and pronunciation. SEE Pronunciation 
in short-form words. SEE Short-form words 
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single-letter. SEE Whole-word contractions, 
 one-cell  
in specialized terminology, 16.4c 
in stammered words, 12.7a 
standing alone, 6.10 
in stressed English syllables, 16.1 
in syllabicated words, 4.2b 
falling in one syllable, 6.2[note], 4.5a 
in telephone numbers, 13.6 
in trigraphs, 6.5, 8.2g, 10.1f 
to preserve usual form of base word, 6.9  
whole word. SEE Whole-word contractions 

Copyright information, on title pages, 19.2b(8) 
Copyright (©) symbol, 13.9h, 14.5 
Correspondence, letter format, 13.10 
Corrupted foreign words, 16.4a 
Cover material, 19.2g 
Credit lines (attributions), 17.5 
Crosshatch (#) symbol, 3.1c, 13.9a 
 
Dagger. SEE Asterisk 
Dash, 2.5 

with attributions, 2.5b(2) 
with com, 7.6  
with composition signs, 2.5b(3) 
double dash, 2.5, 2.5c 
print dashes (en and em), 3.1e 
division between lines, 2.5b(4) 
foreign conversation, enclosing, 16.7a 
hyphen, distinguished from, 2.5b 
with inclusive numbers, 3.1e 
in incomplete sentence, 2.5b(2) 
italicized passage, beginning and ending, 
 15.1b 
with number sign, 3.1a, 3.1e 
with other punctuation, 2.5b(2), 2.5b(4) 
following reference indicator, 17.2b 
with roman numerals, 14.1b 
spacing of, 2.5b(1) 
in speech hesitation, sound imitation, 
 12.7b(1) 
in sports, scores, votes, etc., 3.1e 
next to to, into, or by, 8.1c 

Dates, 3.1d, 13.8 
 dd, 8.2. SEE ALSO bb, cc, dd, ff, gg, ea 

used in preference to had, 9.3 
Decimal coinage, 14.3b 
Decimal point, 14.3  

in reference numbers, 17.4a 
Dedication, 19.2c 

Definite points of time, 14.6a 
Diacritical marks, 16.1[note] 
Diagrams, 19.1a 
Dialect, 9.1a, 12.7b, 12.7b(3) 
Dictionary, 2.5a(1), 2.5a(1)(b) 
Digraphs, 6.5, 9.4, 10.1f 
Dimensions, 14.4 
Diphthongs, 6.5, 7.3d, 8.2g 
Direct input programs. SEE Braille computer 

programs 
dis, 7.1, 7.5. SEE ALSO Be, con, dis 
Disclaimer, 19.2h(3) 
Disconnected compound words, 2.5a(3) 
Displayed material. SEE Quoted material 
Ditto sign, 13.5 
Division into volumes, 19.7 
Division of words at end of line. SEE Words, 

divided at end of line  
Division of words between pages, 2.5a 
Division of words into syllables. SEE 

Syllabicated words 
Dollar sign ($), 13.9b, 14.3b 
Dots, 

indicating break in text, 19.1e 
indicating omitted letters, 15.4 

Double capital sign. SEE Capital sign 
Double dagger. SEE Asterisk 
Double dash, 2.5, 2.5c 
Double quotation marks,. SEE Quotation marks 
Double-letter contractions, 8.2. SEE ALSO bb, cc, 

dd, ff, gg, ea 
Drills, preparation of, xiii 
 
ea, 8.2. SEE ALSO bb, cc, dd, ff, gg, ea 

beginning a base word, 8.2b-c 
preserving the usual form of word, 8.2b 

EBAE. SEE English Braille American Edition 
ed, 6.1 

as abbreviation or name, 6.10 
Editing of text, 20.8 
Electronic Addresses, 14.9 
Ellipsis, 15.3, 15.3a-c 
E-mail addresses, 14.9 
Embossed braille, xii 
Emphasis indicator. SEE Italic sign 
en. SEE ALSO Lower-sign contractions  

as part-word contraction, 7.1, 7.3, 7.3a.  
 in contact with upper dot, 7.4 
 in syllabicated words, 12.8a(1) 
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en (continued) 
as whole-word contraction, 7.2 
 in anglicized phrases, 7.2c 

ence,10.1a. SEE ALSO Final-letter contractions 
followed by d or r, 10.1d(3) 
preference given for use of, 10.1d(3) 

End-of-volume indication, 19.9 
English Braille American Edition, xi, xii 
English interspersed with foreign words, 16.4a 
English, Old and Middle, 16.6 
enough,7.2. SEE ALSO en 
Enrollment in course, xii 
Epigraphs, 17.5b, 19.2h(5), 19.5 
er, 6.1 

as vocal sound, 6.10 
Erasers. SEE Braille erasers 
Erasures, xiv, 20.7 
Errors, print, 20.8 
ery, words ending in, 6.3 
ess, words ending in, 10.1d  
Exclamation point, 2.3 

in Spanish, 16.7b 
Exercises, preparation of, xiii 
 
ff, 8.2. SEE ALSO bb, cc, dd, ff, gg, ea 
Final-letter contractions, 10.1a 

with apostrophe or hyphen, 10.1e 
with digraphs and trigraphs, 10.1f 
with prefix, 10.1c 
in syllabicated words, 12.8a(1) 

Footnotes, 17.3 
indicators, 14.5, 17.2 
long, 17.3b 
notes in note section, 17.3c 
paragraphs with multiple, 17.3c 
short, 17.3a 
textbook style, Drill 33 

for, 4.3, 4.4 SEE ALSO and, for, of, the, with 
Foreign names in English text, 16.2a(1) 
Foreign ordinal endings, 14.1d 
Foreign punctuation marks, 16.7 
Foreign single letters, 16.2b(2) 
Foreign words, 16.2 

corrupted, 16.4a 
in distinctive typeface, 16.2a 
dividing, 16.2c 
in quotation marks, 16.2a 
in regular typeface in English text, 16.2b 
spelled like English words, 16.2b(1) 

Foreign-language texts, 16.1[note] 

Foreword, 19.3c 
Format, 

for braille books, 19. 
for columns, 18.3 
for drills and exercises, xiii 
for footnotes, 17.3 
for letters of correspondence, 13.10  
for lists, 18.3a 
for menus, 18.6 
for outlines, 18.5 
for poetry, 18.2 
for recipes, 18.7 
for tables, 18.4 

Fractions (fraction line), 14.2 
joined to other numbers, 14.2b 

Freestanding portions of words. SEE Portions of 
words 

friend, short-form, special rule for, 11.5 
Front matter, 19.2h 
ful, 10.1a. SEE ALSO Final-letter contractions 
ful and full, 10.1d(2) 
 
gg, 8.2. SEE ALSO bb, cc, dd, ff, gg, ea  
gh, 6.1 
Glossaries, 19.8 
Grading,  

of exercises, xv 
of trial manuscript, 20.12 

Greek, 
italics in, 16.5b 
letter signs in, 16.5b 
letters, 16.5a-b 
 to, into, and by with, 16.5b 
words and passages, 16.5c 

Guide dots, 
on contents page, 19.2f(1) 
in tables, 18.4 

 
Hard copy braille, xii 
Headings, 

capitalization of, 19.1c 
cell-5, 19.1c(2) 
how to center, xiv 
centered, 19.1c(1) 
chapter, 19.1c(1), 19.6 
paragraph, 19.1c(3) 
running heads, 19.1d 

his, 7.1. SEE ALSO Lower-sign contractions  
hm (vocal sound), 11.7 
Howe Press, xii, xiii 
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Hyphen, 2.5, 2.5b 
with com, 7.6 
in compound words, 2.5a(2) 
in dates, 13.8 
in divided words at end of line, 2.5a 
with final-letter contractions, 10.1e 
effect on number sign, 3.1a 
indicating omitted letters, 15.4 
with portions of words, 15.6 
in roman numerals, 14.1b 
spacing of, 2.5a 
in speech hesitation, vocal sounds, 12.7b(1) 
in spelled-out words, 12.8b 
in spelling words, 12.8a(2) 
in sports scores, votes, etc., 3.1e, 14.7 
in stammered words, 12.7a 
in syllabicated words, 12.8a 

Hyphenated compound words. SEE Compound 
hyphenated words  

 
I (word), 12.2a 
Illustrations, 19.1a 
in, enough, be, his, was, were, 7.1. SEE ALSO 

 Lower sign contractions 
with to, into, by, 8.1d 

in. SEE ALSO Lower-sign contractions 
as part-word contraction, 7.3a 
 in contact with upper dot, 7.4 
 in hyphenated compound words, 
  7.4 
 in syllabicated words, 12.8a(1) 
as whole-word contraction, 7.2 
 in anglicized phrases, 7.2c 
 in hyphenated compound words,  
  7.2b, 7.4 
 with punctuation or composition  
  signs, 7.2a 

Inch(es) 
abbreviation, 13.1b, 13.9e 
symbol, 13.9e 

Inclusive numbers, 3.1e 
Incomplete sentence, 15.3a 
Indexes, 19.8 
ing, 6.1, 6.8 

at beginning of word, 6.8 
in divided words, 6.8 
in hyphenated compound words, 6.8 
as participle, 6.12c 

Initial-letter contractions, 9.1 
in digraphs, 9.4 

in proper names, 9.6 
in syllabicated words, 12.8a(1) 

Initials, 13.2 
Initialisms, 13.3 
Interpoint, 17.7, 20.1 
Internet addresses, 14.9 
into. SEE to, into, by 
Introduction, 19.3c 
Italic sign, 15.1 

in divided words or numbers, 15.1a(1) 
double, 15.1b 
emphasis indicator, 15.1 
in hyphenated compound words, 15.1b 
with punctuation, 15.1a(2) 
single, 15.1a 
repeated after slash, 13.4 
not regarded as upper sign, 15.1c 
summary of use, 15.1j 

Italics, 
with a, and, for, of, the, with, 
 15.1c(3) 
with anglicized words or phrases, 16.3 
used for boldface type, 15.1 
used for small capital letters, 15.2 
with chapter titles or headings, 19.6 
in compound words, 15.1a 
on contents pages, 19.2f 
with ellipses, 15.3b 
for emphasis or distinction, 15.1 
with foreign words or phrases, 16.2a 
with Greek letters and words, 16.5b-c 
with items italicized for different  
 reasons, 15.1e 
with lower signs, 15.1c(2) 
with proper nouns (ships, books, etc.), 15.1f 
with paragraph headings, 19.1c(3) 
in print, 15.1 
with portions of words, 15.6 
with series of titles, 15.1f 
with single letters, 15.1g 
with slash, 15.1a 
with termination sign, 15.7 
with to, into, by, 8.1b, 15.1c(2) 
used for underlining, 15.1 

Italicized passages, 
change of type within, 15.1b 
unitalicized connecting words in, 15.1d 
dash beginning, 15.1b 
of more than one paragraph, 15.1i 
words in quotation marks within, 15.1h 
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its, 4.2, 11.1 
ity, 10.1a. SEE ALSO Final-letter contractions 
 
Jacket material, 19.2g 
 
know, 9.2a 
Koran, references to, 17.4b 
 
Legal terminology, 16.4c 
less, 10.1a. SEE ALSO Final-letter contractions 

as word, 10.1b 
Letter format (correspondence), 13.10 
Letter sign, 12.1, 12.2 

before Ab and Al, as names, 12.4 
with abbreviations, 13.1, 13.1c, 13.1e 
with capital letters, 12.2 
with foreign ordinal endings, 14.1d 
in foreign words in distinctive typeface, 
 16.2a 
in foreign words in regular typeface,  
 16.2b 
with Greek and other non-Latin words or  
 passages, 16.5c 
before letters with numbers, 12.5,  
before letters with punctuation, 12.3 
in numbers joined to words, 12.5b 
in reference numbers, 17.4a 
in roman numerals, 14.1a 
before short forms, 12.4 
summary of usage, 12.6 

Letters, 
with apostrophe, 12.3b 
enlarged at beginning of paragraph, 2.2 
foreign, 16.2b(2) 
in italics, 12.3c(1), 15.1g 
joined to other letters or words, 12.3a 
with numbers, 12.5, 12.5c 
in outlines and lists, 12.3c(2) 
plural, 12.2b 
with punctuation, 12.3, 12.3c(1) 
in quotation marks, 15.1g 
with roman numerals, 14.1d 
representing unknown quantities and  
 shapes, 12.2c 

Letters (correspondence), 13.10 
Line length, xiv 
Line sign, 18.2a 
Lisped words, 12.7b, 12.7b(2) 
Lists, 18.3a 

Lower-sign rule, 2.5b(4), 7.2a, 7.4, 8.1d 
not applied to italic sign, 15.1c 

Lower-sign contractions, 7.1 
part-word. SEE ALSO bb, cc, dd, ff, gg, ea;  
  in; en; be, con, dis; com 
 dividing words containing, 7.4 
 with italics, 15.1c(1) 
 in syllabicated words, 12.8a(1) 
 two or more in succession, 7.4 
whole-word. SEE ALSO in, enough, be, his,  
  was, were; to, into, by 
 with composition signs, 7.2a 
 in hyphenated compound words,  
  7.2b 
 with italics, 15.1c(2) 
 with punctuation signs, 7.2a 

 
Mac or Mc, as part of name, 7.8 
Made-up words, 16.4b 
Mailing of braille materials, xv 
Manuscript. SEE Trial manuscript 
Maps, 19.1a 
Margins, xiv 
Mathematical signs of operation, 14.4 
Measurements, times sign in, 14.4 
Medical terminology, 16.4c 
ment, 10.1a. SEE ALSO Final-letter contractions 
Menus, 18.6 
Middle English, 16.6 
Mixed numbers, 14.2a-b, 14.3a 
Music Braille Code, xi 
 
Names, 11.9 

Ab and Al, when letter sign used with, 12.4 
apostrophe in, 7.8 
be, con, dis in, 7.8 
capitalization of, 2.1 
contractions used in, 4.2, 5.2c, 7.8, 8.1f, 9.6, 
 11.9 (summary) 
difficulty in pronunciation. SEE 
 Pronunciation 
Ed, 6.10 
en not used in, 7.2c 
English, in foreign phrases, 16.2a(2) 
foreign, in English text, 16.2a(1) 
initial-letter contractions in, 9.1a, 9.6 
initials, 13.2 
italicized, 15.1,15.1f, 15.1j 
Mac or Mc, as part of, 7.8 
one-cell, whole-word used for, 4.2 
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proper nouns (ships, books, etc.), 15.1, 
 15.1f, 15.1j 
short forms used in, 11.8 
st contraction in, 6.4 
summary of contractions used in, 11.9 

National Braille Association (NBA), 16.1[note], 
18.1 

Nemeth Braille Code for Mathematics and 
Science Notation, xi, 14.4 

ness, 10.1a. SEE ALSO Final-letter contractions 
No., abbreviation, 3.1c 
Non-Latin alphabets, 16.5 
Non-Latin letter indicator, 13.1f, 16.5a 
Notes. SEE ALSO Footnotes, Transcriber's notes 

in a note section, 17.3c 
numbered or lettered, 17.3c 

Number sign, 3.1 
with to, into, by, 8.1b 
terminated, 3.1a, 12.5a 

Numbering of pages. SEE Pagination 
Numbers, 

abbreviation (No.), 3.1c 
with apostrophe, 3.1d 
arabic, on title page, 19.2b(12) 
cardinal, 3.1 
divided at end of line, 3.1b 
fractions and mixed numbers, 14.2 
inclusive, 3.1e 
italicized and divided between lines, 
 15.1a(1) 
with letters, 12.5a 
mixed, 14.2a 
with ordinal endings, 5.4, 12.5a, 14.1d 
plural, 3.1d 
with slash (not fraction line), 14.8 
symbol (#), 3.1c 

Number-word combinations, 3.1b, 12.5b 
 
O (word), 12.2a 
Oblique stroke. SEE Slash. 
œ (oe), 6.5 
of, 4.3, 4.4 SEE ALSO and, for, of, the, with 
Okd, apostrophe inserted, 13.1d 
Old and Middle English, 16.6 
Omission sign, 17.7d, 20.6 
Omissions, 

in dates, indicated by apostrophe, 3.1d 
in inclusive dates, indicated by blank, 
 3.1e 
of letters, indicated by apostrophe, 13.1d 

of letters indicated by dots, 15.4 
of letters, indicated by hyphens, 15.4 
of numbers, indicated by apostrophe, 
 3.1d 
of pages, 17.7d 
of paragraph, indicated by ellipsis, 15.3c 
of pictures, 19.1a 
of text, 20.6 
of words, indicated by asterisks, 15.3 
of words, indicated by dash, 2.5c 
of words, indicated by ellipsis, 15.3 

one, 9.2c. SEE ALSO Initial-letter contractions 
ong, 10.1a. SEE ALSO Final-letter contractions 
Order of punctuation marks and composition 

signs, 16.8 
Ordinal endings, 

with arabic numerals, 5.4, 12.5a 
contractions used in, 5.4, 14.1d 
foreign, 14.1d 
with roman numerals, 14.1d 

ou, 5.1, 5.3 
ought, 9.2b 
ound, 10.1a. SEE ALSO Final-letter contractions 
ount, 10.1a. SEE ALSO Final-letter contractions 
out, 5.1, 5.2 
Outlines, 12.3c(2), 18.5 
ow, 6.1 

as exclamation, 6.10 
 
Page numbers, 

on contents pages, 19.2f 
omission or repetition of, 17.7c-d 
on title pages, 19.2b(12) 

Pagination, 
of exercises, xiv 
literary style, 17.7, 17.7a 
of preliminary pages, 19.2a 
textbook style, 17.7, 17.7b, 19.2a[note], 
 20.1 
of text pages, 19.3a 

Paper, braille, xii 
Paragraphing, 2.2 
Paragraph headings, 19.1c(3) 
Paragraphs, 

blank line between, 2.2 
indention of, 2.2 
letters at beginning of, 2.2 
more than one in italics, 15.1i 
more than one in quotation marks, 2.4a 
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words at beginning in different typeface, 
 19.1c(3) 

Parentheses, 2.4 
abbreviations enclosed in, 13.1g 
before italic sign, 15.1a(2) 
missing numbers within, 3.1e 
enclosing letters or portions of words, 15.8 
enclosing single letters in outlines, 12.3c(2) 
enclosing letters in regular text, 12.3c(1) 
next to to, into, by, 8.1c 

part, 9.2e. SEE ALSO Initial-letter contractions 
Participles, 6.12.c 
Parts of speech, 2.5a(1)(b), 6.12 
Part-word contractions, 4.5 

one-cell. SEE ALSO 
  and, for, of, the, with; 
  ar, ed, er, gh, ow, ble, ing; 
  bb, cc, dd, ff, gg, ea;  
  be, con, dis, and com; 
  ch, sh, th, wh, ou, st 
 lower signs. SEE Lower-sign   
  contractions 
 rules for, 4.5 
 standing alone, 6.10 
two-cell. SEE Initial-letter contractions; 
  Final-letter contractions 

Percent sign (%), 13.9b 
Period, 2.3 

in abbreviations, 13.1 
with ellipsis, 15.3a 
with initials, 13.2 

Perkins brailler, xiii 
Personal initials, 13.2 
Pictures and picture captions, 19.1a 
Plural forms, 

of abbreviations, 13.1d 
of letters, 12.2b 
of numbers, 13.1d 
of words, 2.5a(1)(c) 

Poetry, 
line sign in, 18.2a 
in preliminary pages, 19.2h(5) 
in prose form, 18.2a 
standard format, 18.2b 

Portions of words, 
capitalized, italicized, or underlined,  
 15.6, 15.6a-d 
emphasized for analytical study or  
 dramatic effect, 15.6a-b 
enclosed in brackets or parentheses, 15.8 

freestanding, 15.6c 
in quotation marks, 15.1h 
summary of contractions in, 15.6d 
with to, into, or by, 15.6c 

Possessive forms, use of single-letter 
contractions in, 4.2a 

Postal abbreviations, 13.1b 
Postal districts and zip codes, 13.7 
Preface, 19.3c 
Preferred contractions. SEE Alternative 

contractions 
Prefixes, 2.5a, 4.5b, 5.3a, 6.2, 7.3b, 8.2b-c, 

 10.1c 
more than one prefix, 7.7 

Preliminary pages, 19.2 
order of, 19.2, 19.4 
page numbering of, 19.2a 
summary, 19.4 
in trail manuscript, 20.4 

Print errors, 20.8 
Print italics, 15.1 
Print page indicator, 17.7b 
Print symbol indicator, 13.9c, 13.9g, 15.9 
Prologue, 19.3c 
Proofreading, xv, 20.9 
Pronunciation,  
 effect of contraction usage on, 4.4, 4.5c,  

 6.6, 6.7, 8.2c, 8.2f, 9.1a-b, 10.1g,  
 12.7b(3) 
short-forms affecting, 11.7 

Proper names, SEE Names 
Proper nouns, 15.1, 15.1f, 15.1j 
Publisher information on title page, 19.2b(6) 
Punctuation, 

with abbreviations, 13.1 
ellipsis with period, 15.3a 
in foreign languages, 16.7 
with single letters, 12.3 
with lower signs, 7.2a, 7.5c 
with to, into, and by, 8.1c 

Punctuation marks, 
foreign, 16.7 
don’t terminate effect of italic sign, 15.1b 
order of, 16.8 
standing alone or enclosed, 15.9 
with whole-word lower sign contractions, 
 7.2a 
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Question mark, 2.3 
effect on number sign, 3.1a 
in Spanish, 16.7b 

Quotation marks, double and single, 2.4 
abbreviations enclosed in, 13.1g 
foreign (dashes, inverted, guillemets), 16.7a 
foreign words in, 16.2a 
before italic sign, 15.1a(2) 
enclosing more than one paragraph, 2.4a 
reversal of, 2.4a 
enclosing single letters, 15.1g 
next to to, into, by, 8.1c 

Quoted or displayed matter, 15.5 
italicized words within, 15.1h 
in both italics and quotation marks, 15.1h 
 

Ratios, 14.4, 14.8 
Reading practice, xiii 
Recipes, 18.7 
Reference citations, 17.4a 
Reference symbols, 17.2, 17.2a-b 
References, 17.1 

abbreviations in, 17.4, 17.4b(3) 
biblical, 17.4b 
decimal point in, 17.4a 
footnotes, 17.3 
letter sign in, 17.4a 
numbered or lettered, 17.2a 
position of, 17.2b 
roman numerals in, 14.1c, 17.4a 

Repetition sign, 17.7c, 20.6 
Reviews, 19.2h(2) 
Roman numerals, 14.1a 

in biblical references, 17.4b(2) 
confused with contractions, 14.1e 
in dates, 13.8 
with hyphen or dash, 14.1b 
letter sign with, 14.1a 
with ordinal endings, 14.1d 
in reference numbers, 14.1c, 17.4a 

Running heads, 19.1d 
ry, words ending in, 6.3 
 
Sandwich contractions, 8.2a 
Scientific terminology, 16.4c 
Section numbers, 17.4a 
Section sign (§) symbol, 13.9b 
Semicolon, 2.3 
Sentence, incomplete, 2.5b(1), 15.3a 
Series of italicized titles, 15.1f 

Series of items italicized for different reasons, 
15.1e 

sh, 5.1, 5.3  
as admonition to silence, 5.3d 

shall, 5.1, 5.2 
Short-form words, 7.10, 8.3, 9.7, 10.2, 11.1 

and abbreviations, 13.1c 
after, blind, friend, special rules for, 11.5 
capitalization of, 11.2 
in compound words, 11.4 
in conflict with contractions, 11.3a 
divided between lines, 11.3a, 11.6 
following lower-cell, whole-word  
 contractions, 8.3, 11.2 
foreign letters mistaken for, 16.2b(2) 
not used if misspelling occurs, 11.3, 11.3c 
in names, 11.8 
must retain original meaning, 11.3 
with prefix, 11.3b 
with stammering, 12.7a 
with suffix, 11.3c 
in syllabicated words, 12.8a(1) 
to, into, and by, preceded by, 11.2 
not used in unusual words, 11.7 

Silent thought, indicated by italics, 15.1, 15.1j 
Simulated braille, xi, xii, 20.1 
Single-letter contractions, 4.2 
Single-letter beginning and ending syllables. SEE 

Syllable division 
Sion, 10.1a. SEE ALSO Final-letter contractions 

as word, 10.1b 
Slash (oblique stroke), 13.4 

in words divided between lines, 13.4a 
in fractions (fraction line), 14.2 
with italicized words, 15.1a 
between numbers other than fractions, 
 14.8 
in poetry written as prose, 18.2a 
with single-letter abbreviations, 13.4b 

Slate and stylus, xii, xiii, 1.2, App. B 
Small capital letters, 15.2 
Solid compound words. SEE Compound (solid) 

words 
Solidus. SEE Slash 
some, 9.2d. SEE ALSO Initial-letter contractions 
Sound elongation, 12.7b, 12.7b(1) 
Sound imitations, 12.7b, 12.7b(1) 
Source references, 17.4. SEE ALSO References 
Spanish punctuation marks, 16.7b 
Special formats. SEE Formats 
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Special symbols page, 19.2d 
Specialized terminology, 16.4c 
Speech hesitation, 12.7b, 12.7b(1) 

letter sign not used, 12.7 
Speech mannerisms, 12.7 
Spelled-out words, 12.8b 
Spelling, 12.8a(2) 

archaic, 16.6 
foreign and English words spelled alike,  
 16.2b(1) 

Sports scores, 3.1e, 14.7 
st, 5.1, 5.3 

abbreviation for saint or street, 5.3e 
ordinal ending, 5.4 

Stammering, 12.7a 
dividing between lines, 12.7a 
letter sign not used, 12.7 

Stanzas, 18.2b 
Sterling coinage, 13.9f 
Structuring, 20.3 
still, 5.1, 5.2 
Stock quotations, 14.2a 
Stressed English syllables, 16.1 
Subscript numbers and letters, 14.5 
Subtitles, 19.2b(4) 
Suffixes, 2.5a, 4.5b, 6.3, 8.2d, 10.1d 

er and ed, 6.5 
ry and ery, 6.3 
with short-forms, 11.3c 

Summaries, 
rules for all part-word contractions, 4.5 
of contraction usage. SEE end of Lessons 6,  
 8, and 11  
rules for italic sign, 15.1j 
rules for letter sign, 12.6 
of contraction usage in names, 11.9 
order of preliminary and text pages,  19.4 

Superscript numbers and letters, 14.5 
as reference markers, 17.2a 

Syllable division, 2.5a(1), 6.12 
contractions as last syllable, 6.1 
major and minor syllable divisions, 4.5b,  
 5.3 
single letter beginning and ending 
 syllables, 2.5a 

Syllabicated words, 
be, con, dis in, 7.5c 
for dramatic effect, 12.8a(1) 
final-letter contractions in, 10.1e  
one-cell, whole-word contractions in,  

 4.2b 
in word analysis or spelling, 12.8a(2) 

Symbols, 13.9 
dividing between lines, 13.9d 
having no braille equivalent  
 (such as © ™ ®), 13.9h, 14.5 
letter sign with, 13.9a 
print symbol indicator, 13.9c, 13.9g 

 
Table of contents. SEE Contents, table of 
Tables, 18.4 
Telephone numbers, 13.6 
Termination sign, 15.7 
Text, 

break in, 19.1e 
first page of, 19.3b 
page numbering of, 19.3a 

Textbook style pagination. SEE Pagination 
th, 5.1, 5.3 

in dialect, 12.7b(3) 
in lisped words, 12.7b(2) 
in ordinal endings, 5.4 

the, 4.3, 4.4 SEE ALSO and, for, of, the, with 
Thermoformed braille, 20.1 
this, 5.1, 5.2 
Time (clock), 14.6a-b 
tion, 10.1a. SEE ALSO Final-letter contractions 
tion and ation, 10.1d(1) 
Title page, 19.2b 

author on, 19.2b(5) 
blank lines on, 19.2b(2) 
capitalization used on, 19.2b(3) 
centering lines on, 19.2b(1) 
copyright information on, 19.2b(8) 
ISBN on, 19.2b(9) 
page numbers on, 19.2b(12) 
permission to publish, 19.2b(7) 
publisher on, 19.2b(6) 
state abbreviations used on, 19.2b(11) 
title and subtitle on, 19.2b(4) 
transcriber's information on, 19.2b(10) 
volume number on, 19.2b(12) 

Titles. SEE Names 
To, into, by, 8.1 

with composition signs, 8.1b 
with other contractions, 8.1d 
at end of braille line, 8.1e 
with italic sign, 15.1c(2) 
joined to each other, 8.1d 
with non-Latin indicator, 16.5b 

Index - 12 



with portions of words, 15.6c 
as proper names, 8.1f 
with punctuation signs, 8.1c 
before short-form words, 8.3 
with stammering, 12.7a 

Trial manuscript, 
accuracy and neatness, 20.6 
certification, 20.14 
content of, 20.1 
dividing words in, 20.5 
editing of text in, 20.8 
erasures in, 20.7 
grading of, 20.12 
letter to grader of, 20.5, 20.10 
mailing instructions, xvi, 20.1, 20.11 
omission or repetition of text in, 20.6 
preliminary pages in, 20.4 
proofreading of, 20.9 
structuring, 20.3 
table of contents in, 20.2 
title page of, 19.2b 

Transcriber's note (TN), 14.5, 15.9, 17.6  
Transcriber's notes page, 2.4a, 16.7a, 17.6, 

19.2e, 19.3b 
Transcriber's note symbol, 17.6 
Translation programs. SEE Braille computer 

programs 
Transposing print material, 19.3b 
Trigraphs, 6.5 

with ea contraction, 8.2g 
with final-letter contractions, 10.1f 

 
Underlining, 15.1 
Usual form of word, retaining, 6.9, 7.7, 8.2b, 

10.1c, 10.1d, 10.1d(2), 11.6 
 
Virgule. SEE Slash 
Vocal sounds, 11.7, 12.7b 
Volume numbers on title page, 19.2b(12) 
Volumes,  

end-of-volume indication, 19.9 
size and division of, 19.7 

Votes, 3.1e, 14.7 
 
Was, 7.1. SEE  ALSO Lower-sign contractions 
Web site addresses, 14.9 
Were, 7.1.  SEE ALSO Lower-sign contractions 
wh, 5.1, 5.3 
which, 5.1, 5.2 

Whole-word contractions, 
and abbreviations, 13.1b-c 
in hyphenated compound words, 7.2b 
italicized, 15.1c(2) 
lower signs. SEE in, enough, be, his, was, 
 were; Lower-sign contractions; to, 
 into, by 
one cell. SEE alphabet contractions; and, for,     

 of, the, with; child, shall, this, which,  
out, still 

preceded by composition signs, 7.2a 
confused with roman numerals, 14.1e 
two-cell. SEE Initial-letter contractions 
in syllabicated words, 12.8a(1) 

with, 4.3, 4.4 SEE ALSO and, for, of, the ,with 
Word analysis, 12.8a(2), 15.6a 
Word endings, 15.6. SEE ALSO Suffixes 
Word/number combinations, 3.1b, 12.5b 
Words, coined, 16.4b 
Words, divided, 2.5a 

be, con, and dis in, 7.5a 
ble in, 6.8 
com in, 7.6 
compound words, 2.5a(2) 
containing lower signs, 7.4 
contractions sacrificed in, 4.5e, 7.4 
final-letter contractions in, 10.1a 
foreign, 16.2c 
italicized, 15.1a(1) 
plural, 2.5a(1)(c) 
short-forms in, 11.3a, 11.6 
single letter beginning and ending syllables, 
 2.5a 
single-syllable words, 2.5a 
slash in, 13.4a 
spelled-out words, 12.8b  
stammered words, 12.7a  
syllabicated words, 12.8a  
with termination sign, 15.7 
in trial manuscript, 20.5 
in words with portions emphasized, 15.6 

Words, divided between lines, 2.5a 
Words, divided between pages, 2.5a 
Words, divided into syllables. SEE Syllabicated 

words 
World Braille Usage, 16.5a 
 
you're, 4.2a,12.7b(3) 
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Zip codes, 13.7 
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