receipt taken. ... -
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 When a confidential recorded case is ready for printing it sho_ﬁl%l, be
sent in a . closed cover to, the Controller, ‘Printing and Stationery, _and’ his

Ty

Press—When a confidential lotter- has’ been

-~ 200.. Instructions for. the. 1 con :
“the 'Supp;iﬁgendépt? or  Assistant : concerned

' ondered: . 1o, dssue,, i print, fhe Superiafendent or  fs c
Controller - of Printing and 'Stationery, or in

/

 as to what job of

5 avoid any leakage.

separate = confidential

I 201.. In selecting the per.f:so

be carefully counted by .the Superintendent

will himself deal directly with the it
‘The work will then be ‘made over to the sec-.

his absence with his Deputy. 1 _
tion holder - incharge ' of . the . confidential section, and, in case_ there is no
section, the' General Foreman Ml s i &
(a) have the -_;-ilalz-ié_ﬁpscrjpt."édﬁ':pé'sed under’ his direct supervision, and
after despatch of proof, )
long as the .matter is not required for printing;. .
(b) see that_the. exact number of copies is printed, and “that all
makeready - proofs, tympan and frisket impressions are imniediately:
destroyed; e E iy s ket
- (c) see that’ the type is - distributed W_I_ienl no longer required;
(d) despatch proofs or printed
sealed cover and obtain the receipt thereof;
(¢) when 2 D Supp
"~ reason, bring . the matter away from “the Press room,
it under lock and key ~until required again;

(f) see that every confidential copy struck - off is impressed on the
top, with - the word ‘Confidential’, ‘Secret’ or ‘Top Secret’, as
the case may be, and that in ‘the imprint at the end, the total
pumber of copies printed, and the date of printing is noted.

and secure

While the General Foreman will have all -
done “under his personal supervision, the over,
d be that of the Deputy Controller who will keep ‘himself informed
‘Confidential’ or ‘Sectet’ nature has been received for
printing and take such precautionary measures as he thinks fit in- order to

work
matter woul

nnel  to- handle <Confidential’—and ‘Secret’” Work .the
Controller should give preference to old hands of approved in-tegrity, a list
of whose names should be kept by him, New and temporary ‘employees, OL
officials of doubtful integrity,- should not be entrusted with such a work and
transfers from and to ‘confidential section, as far as possible, be avoided.

nt of printed ?:t?opies — Copies of ‘confidential paper should
i ] of the branch when he signs for
be entered in the register, and those not wanted imme-

losed covers and deposited in the confidential almirah o1 box.

< 202. Tr_e'a_te}'iie
them. They- should
diately, placed in ¢

203." Numbering - and  distrib _ ;
confidential and secret papers should be. serially

papers.—Every._copy of printed . ; ;
be kept in the sealed packet of all copies retained,

numbered, and a list should

showing ' exactly how the. numbered copies have - been distributed, and how

~ many copies. are in the packet. = : i

keep: the type under. lock and key so

copies to the office concerned under :

roof is supplied or matter is . kept standing for any

‘Confidential’ and ‘Secret’
all. responsibility in the

distribution - of - copies of ' confidential and secret




ol

v,

35

117

(Para 191 (2))
e R e oty
- SPECIMEN CORRECTED PROOF.A i o

3:‘!” There is a practice in many offices of scnpl.n; out

uncﬁrrocwd proot‘s Those whieh- do this plead that’

-"f_;v f;/ Akt saves time and giveda customer an idea of the

’J

\1
2sy

W#ﬂ/@/

-

: 5 -
: .0;3,‘- Sc’ec_opy/

14> 'g '

‘7'3/','/ __

"y '
R

It
ey o

appcannce of his matter. A Still other qjﬁtes send - out
“proofs, whc{thcr cotregted or uncorrected, which ar:ﬁfl
* commond_ paper, /am;(n:thout L regard L to L~ msrgin.
the reﬁplenti nshﬁﬂlmed to show it, @mﬁfl ige

- marks bhe ﬁnds pecessary with haste, ho;mg. that be
| re_ceive no others looking like  it.  Both practic-

are wrong:  If time could be aﬂ'orded theprin-

practise upon, and experience shows that ninet

per centaof business men cannot tell whether the
work has been dome properly or not if a sheet or
galley be given them, they correct y portion of the
pnmm errors, the remainder being invisible to thois.

eyes. Xm. they do see “many fau!ts in workmanship;
although they are unable St indicate why they seem

- wrong it weakens their belief in the ability of the

pnnterAl"or they are unable to discriminate between the
errors that he is. certain’ 1o see and those w)!ich he

wilf' probably - -overlook.. 4 The - latter will forma" very

small fraction of the whole, but the oumder cannot judge

of this. : :
CHe sees a wrong ﬁgure in his address,a £ tumodl"

letter clscwhcre a couple of leds between some lines

’Zbcre s D'#/ when aone in other psaces, or rhe may notice a wrong

2";,;/
3";:?;:./
zd'//.
3’?&!/'/

pre

rmmc Thesc errors dlmmls‘h his conﬁdence.[ a

prgof has been taken upeon good papcr with care, the .
author can at feast imagine how his work will. appeaf, /&4?17

so far as the type is concerned. There IS a certain
pleasure in secing ones producuons in print, as may
be witnessed evcrywherc Distinguished literary men
are not exempt from this weakness, as. Dickens .and
Jcrrﬁ!d both shoded. How great, then; to such men
must appear the deformities of a pn,of ‘which, while
ing to set forth their very words, zives them

ething entirely dlﬂ‘erem or at Jeast disﬁgures the

bcfore it became necessary to put it in the hands of -
-the messenger. Proofs notla intended for tyres 0
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page w:th bad -and turmed Ietters, wrong founis, and) ¢y‘,7 29
' 'Flshers Letterpress Printing. page 333 Br.f37

(E: \p!anarion of correction marks referred 1o by ”“W is

gnm on. pam i 1ig-fe it % i




IRéfe]_‘enl:e.Nbf.

ﬂl:l_Sp_e_«_'.‘rmcn_.pr_Qp .

¥ Delc;e or take..out‘the ]ener or wurd through whuh 1he
“stroke s mades ¢ ‘ L

3' Sl.t.bsthuie £he l,etler or word wrltten in the marginaf,

ons to' ktep them

: apart. - :
4 ‘TserCihe Ietter] word: ete., wntten in the margm m ihe
' plate mdlcated by the caret.

5 lnsarlaspace Thls markmdtcalestﬁencrm;ainmhwk g B

P and -‘-‘= for an en space. The mark for lhe thm and

g m:ddle space, respecnvely, are dlsnngmshed “from the ;

single dagger‘f and double dagger F by the refcrencc
. marks bcmg Fottowed by the diagonal 'slroke

l_S, lnsert space,equal'm ems to. the _number “of spaces

_ th_us, D one em, :13 w.ro
. ems,cm lhrce ems, etc. iﬁin s a spa«:e equal

. to. the depth nf the. type,

7. A pertion of the maunscript too Iong to be wriiten 0n

the pr{:rvf has been omitted; refer to tie manuanpt
8. Ciose up. the leitersno space’is ‘required.
19 Tramposc the marked. pomons “When more thm
three -words are to be transposed :their correct
; ‘position may be |nd:cated by fig gures.
0.8 Begin a rnew paragraph j
<11, Join up the maltler . @ new paragraph is no: requlred
125 Let it stand.. - The dots are marked: only under words
L corletters. wh.ch have been struck out m EITCT bur
whlch are to, remam as 1hey are wi

! 14. Insqrt an apos!rophe The curve is attached to t‘w
. -separatrix_ ‘orfstroke to d:stmgmsh this punctuation
“poiat from the comma. = All superior characters,.

‘suchas. *12ab

below the linzasin che-mcal equaimnq,h'we a curvc
1h0ve them i

th The dia ;_mal stroke. 1ermed_,the separa- .

: nntednearthetopoftne ‘lincare”
-marked in a sim !ar ‘manner and, conyersely, those -

A

N
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Instruetions conveyed to-compositors. ~“.. . .’

o L, fa i

ictuation fnvi_ar'k:\s, except
_jjm_lld-‘hﬂve the

the full” stop and "('superiors
separatrix attached like letiers,

I hich is level __v?@riih;jh'e_"typq face,
ing an unnecessary black mark. Should these be”
' f the page in

wn the space which is lev

' 20] Equalize thes ce from the place
o i marked .and rked/. "

i

b Cl_léh.'ge the lrnpcrfgct type

22. Substitute a ‘ligature’ (joined letters) for the single’

letters. . The single— sign is made under the letters i

_which are written in such cases, as distinguished
-from the ‘close upssign (no. 8) = which occursin the .
‘margin by itself. This is a technical detail to be .. -
attended to by the press. e :

| .23. Bring the words out to the end of the lige;-ao:-iu'dcntati_on
: . -isrequired. ‘When wordsare to bé'indcntedthemérk' =
C-is used to indicate that the line is to be set back.

" to the place indicated by the perpendicular portion .

‘of the sign, or No. 6 sign ‘may be inserted, or
- ~the word *Indent’.may be written in_the margin.

*24. Place the words in the middle of the line. -~ -

= e The spdcin’g'{or }\roi'd i:li'\fisilo'n)'is incorrect. Take.over

the letters marked to  the preceding (or foilowing) .-

lines to make the flines end where the marks are”
made. e et R o

“26. The lines are bent or letters have slipped; put them . -
G 1 R o S e

- 27. Insert space between the lines. The number or kind i
- of leads should be. specified by the professional -
~ reader only. For spaces deeper than 7 thick leads

_ " ’the depth is expressed in ‘ems’ of ‘one-sixth iach.

98, The line is loose and the type is offiis feet . .

hjph'_t_l-{gy_(_appga_r Ee








