


SECTION A: PROOFREADERS’ MARKS

SYMBOL REVISION EDITED AND CORRECTED COPY
Y| Transpose letter or words to\efficiently/keyboard\for a long period

to keyboard efficiently for a long period

Delete copy

Send Fwere%t’hree copies

Send three copies

Insert copy

AE
When receive the copy

When we receive the copy

Insert period

Donald Pd\/[iller

Donald P. Miller

Insert punctuation mark

?
Are you sure/ I am sure.

Are you sure? I am sure.
Her fathel}—{n Aaw

Her father-in-law

Marys comment was,\The project must be completed by
130 0therw1se it will be of no value.”

Mary’s comment was, “The project must be completed by
1:30; otherwise, it will be of no value.”

#

Insert space

+
The text on}he shelf

The text on the shelf

Close up space

the letteljlead

the letterhead

Use lowercase letters

THE MAN Event

The Main Event

!
I

Capitalize letters or words

eastern; pa01flc

Eastern; Pacific
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SYMBOL

REVISION

EDITED AND CORRECTED COPY

e

Let it stand; ignore correction

Our pfepesed%;nference will pr-eb&b@'r be held

Our proposed conference will probably be held

o Ll

Underline or italicize

All requests must be

All requests must be

Align copy

1. Call to order

2. Approval of minutes
1. Call to order

2. Approval of minutes

Spell out word or number

1945 @]Water@"ﬁf1

1945 North Water Street

Begin new paragraph

... at the last meeting. )Beginning on December 18....
... at the last meeting.

Beginning on December 18...

Run paragraphs together

Beginning on December 18, we will meet at noon.

AN Y

Our next meeting ....

Beginning on December 18, we will meet at noon. Qur
next meeting ....

Move copy in the
direction of the bracket

f Sincerely yours

Andrew Carter

Sincerely yours

Andrew Carter

Manager Manager

it i

Double-space copy

Dear Miss Schindler

Dear Miss Schindler
D =
= Thank you for ....
Thank you for ....
=5 Single-space copy We are happy to We are happy to
66> announce that ....
announce that ....
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SECTION B: PUNCTUATION

Punctuation makes written communications clearer and easier to read. The proper use of the most
commonly used punctuation marks is explained in this section.

APOSTROPHE ()

L.

2.

58

An apostrophe is used to form possessives.
a. The possessive of singular common and proper nouns usually is formed by adding an
apostrophe and s.

student’s book Raul’s paper puppy’s toys
Jerome’s painting business’s benefits Mr. Wong’s proposal

b. The possessive of plural common and proper nouns (except for a few irregular nouns) is
formed by adding an apostrophe only.

secretaries’ salaries members’ dues women’s rights  the Alberts’ marriage

c. The possessive of compound nouns is formed by adding an apostrophe or an apostrophe
and s (according to rules a, b, and c) to its final word or element.

chief executive officer’s visit City of New York’s ordinance

d.  When there is joint ownership for two or more nouns, add an apostrophe and s to the final
noun in the series.

Bennington and Morris’s proposal brother and sister’s gifts

e. When there is separate ownership for two or more nouns, add an apostrophe and s to each
one.

father’'s and mother’s illnesses Lu’s, Catrina’s, and Antonio’s suggestions

f.  The possessive of abbreviated words is formed by adding an apostrophe and s to the last
letter of the abbreviation.

USA’s resources the CEQ'’s office

g. The apostrophe is not used to form the possessive of personal pronouns or of the relative
pronoun who.

mine his ours its yours hers theirs whose

An apostrophe is used to show the omission of letters (in a contraction) or the omission of
figures.

won’t (will not) the ‘92 edition (1992)

An apostrophe is used in some expressions to replace the word of or when words are used in
an alternate order.

in two days’ time (in two days of time)
one month’s vacation (a one-month vacation)
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COLON (:)
1.

COMMA (;)
1.

The colon is used to introduce formally a word, list, statement, question, series of statements
or questions, or long quotation. Current style guides recommend the colon should be followed
by one space.

Only one thing matters to her: success.

Please follow these steps: identify your objective for the message, profile the audience, and
write an outline of the main points.

The colon is used between hours and minutes whenever they are expressed in figures.
8:15a.m. 2:45 p.m.

The colon is used after the salutation in a business letter that has mixed punctuation style.
Dear Mrs. Chang: Ladies and Gentlemen:

The comma is used to set off a subordinate clause preceding a main clause.
If you complete all four letters with no errors, you will receive an "A."

The comma is used to set off a nonrestrictive (nonessential) phrase or subordinate clause.
James Wu, author of Your Career Path, will present a lecture.

The comma is used to separate a compound sentence joined by the coordinating conjunctions
and, but, for, so, yet, neither, nor, and or.

Maria was asked to key the manuscript, and Juan was asked to key the tables.

The comma can be used to set off introductory words or phrases. (This use of the comma
varies according to the writer’s preference.)

Therefore, you should mail the check.
By the way, the meeting was canceled.

The comma is used to separate words, phrases, or clauses in a series. A comma is placed after
each item in the series, except the last.

You will need a pen, paper, and calculator for the exam.
Please turn off the lights, lock the door, and return the key.

The comma is used to separate two or more adjectives, provided they each modify the same
noun. No comma is used between the two adjectives, however, if one adjective modifies a
combination of the noun and the other adjective.

The harried, frustrated secretary was overworked.
Ms. Layota Bickers was an important national figure.

The comma is used to set off words and phrases used in apposition.
Tom Lui, president of the company, presented the award.
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8. The comma is used to set off parenthetical words, phrases, or clauses.
| did, however, make a contribution.
She will, in spite of his argument, vote for the proposal.

9. The comma is used to set off words in direct address.
Carnell, please turn off the lights.

10. The comma is used to set off the names of a city and state.
| worked in Chicago, lllinois, for three years.

11. The comma is used to separate the day of the month from the year, and to set off the year
when used with the month.

We met on April 1, 2017, in San Francisco.

12. The comma is used to set off a participial expression used as an adjective.
Walking slowly, he approached the deserted building.

13. The comma is used to separate unrelated numbers.
In 2016, 300 students were enrolled in the computer applications course.

14. The comma is used to divide a number of four or more digits into groups of three, counting
from right to left.

8,246,301 $12,500

15. The comma is used to set off phrases that denote residence or position.
Dr. Evelyn Sanchez, from Columbia, has accepted the office.

16. The comma is used to indicate the omission of a word or words readily understood from the
context of the sentence.

The electric bill in January was $380; in June, $110.

17. The comma is used before a short, informal, direct quotation.
Mr. Collins asked, "Will Dana accept the position?"

18. The comma is used to separate elements that might be misread if the comma were omitted.
Though | called, Anna had left her desk.

DASH (-)
In keyboarding, a dash is created by keying two hyphens, with no space preceding or following them. Most
word processing programs automatically convert the two hyphens to a dash.

1. The dash is used to indicate a change in the sense or construction of a sentence.
When the executive arrived—she had almost missed her flight—the meeting began.

2. The dash is used instead of a comma, semicolon, colon, or parentheses, when strong emphasis
is desired.

His suggestion—and | think it is the best option—is the one we approved.
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HYPHEN (-)

1. The hyphen is used to divide a word between syllables at the end of a line.

The supervisor indicated that everyone would have to work over-
time if the project was to be completed on time.

2. The hyphen is used in some compound words.
My mother-in-law came to visit me.
The camera-ready copy was mailed today.

PARENTHESES ()

1. Parentheses are used to enclose figures or letters that mark a series of enumerated elements.

He made these points: (1) our profit margin is too low, (2) our gross sales have decreased,
and (3) our distribution system is inadequate.

2. Parentheses are used to enclose words confirming a number that is written in digits.
$50 (fifty dollars)  $87 (eighty-seven dollars)

3. Parentheses are used to enclose material that is indirectly related to the main thought of a
sentence.

The schedule (as it stands now) is incomplete.

4. Parentheses are used to enclose matter introduced as an explanation.
The computer software (programs for John’s computer) arrived this morning.

PERIOD (.)

1. The period is used after a sentence that makes a statement or gives a command.
Gloria left work early on Monday.
Follow the guidelines for spacing after punctuation marks.

2. The period is used after initials in a name. Space once after each period.
Dr.N. R. Evans Ms. Ronna E. Cook Fifth Ave. Market

3. The period is used within some abbreviations. Do not space after these periods.
p.m. Ph.D. M.D. f.o.b.

4. The period is used after many abbreviations.
St. Co. Inc.

The following abbreviations usually are written without periods:

a. News and broadcasting organizations: UPl, KDKA, NBC
b. Business abbreviations: IBM, YWCA, COD
c. Data processing terminology: BASIC, LED, VDT
d. Geographic abbreviations: USA, USSR, NM, NC, CA
e. Government agencies: FBI, CIA, IRS
f. Shortened words: memo, photo
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5. The period is used in decimal numbers and between dollars and cents when expressing figures.

Do not space after a period that is used as a decimal point.
$18.33 5.8% 16.227

QUESTION MARK (?)

1.

The question mark is used after a direct question but not after an indirect question or a polite
request.

Will you accept the position?
She asked who was hired for the position.
Will you please take these materials to Mr. Park.

The question mark is used after each question in a series, if special emphasis is desired. When
the question mark is used in this way, it takes the place of the comma, and each element in the
series begins with an uppercase letter.

What is the scheduled starting date? The duration? The completion date?

QUOTATION MARKS (*”)

1.

Quotation marks are used to enclose direct quotations. Single quotation marks are used to
enclose a quotation within a quotation.

The supervisor said, “This report must be completed by 2:30 p.m.”
Aretha whispered, “I heard the director say, ‘Don’t be late’; then she left the office.”

Quotation marks are used to enclose the titles of articles, lectures, reports, and so forth and the
titles of sections of publications (parts, chapters, etc.). The titles of books and periodicals are
not enclosed in quotation marks, but they are italicized or underscored.

The chapter was titled “Effective Letter Writing.”

Quotation marks are used to enclose unusual, peculiar, or slang terms.
The television “news blurb” interrupted the regularly scheduled programming.

Quotation marks are used to enclose words used in some special sense, or words to which
attention is directed in order to make a meaning clear.

The word is “picture,” not “pitcher.”
The “efficient” secretary lost the executive’s report.

Quotation marks with other punctuation

At the end of quoted material, a quotation mark and another mark of punctuation often are used together.
Follow these rules governing the placement of these marks.

1.

2.

62

A period or comma should come before the closing quotation mark, even though it may not be
a part of the quotation.

“I'll be back in ten minutes,” he said, “and will sign the letters then.”

A semicolon or colon should follow the closing quotation mark, even when it is part of the
quotation.

Shona Hutchinson was named “Employee of the Month”; Dell Jacobs was named “Employee
of the Year.”
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3. Other marks of punctuation should precede the closing quotation mark if they apply to the
quotation only and should follow the mark if they apply to the sentence as a whole and not just
to the quotation.

Mr. Cho asked, "Have you completed the report?"
Did you read the article "Controlling Office Expenses"?

SEMICOLON (;)

1. The semicolon is used to separate clauses when a coordinating conjunction (and, but, or, or
nor) is omitted between two independent clauses.

Several members attended the meeting; Rosa did not attend.

2. The semicolon is used to separate independent clauses joined by a coordinating conjunction
(and, but, or, or nor) when one or both clauses have internal commas and use of a comma
would be confusing.

| requested salad, steak, and carrots; and chicken, potatoes, and carrots were served instead.

3. The semicolon is used before a transitional expression linking two independent clauses. Some
commonly used transitional expressions are consequently, however, in fact, nevertheless,
therefore, for example, and thus.

Our earnings were up 15 percent in March; however, our earnings were down 11
percent in April.

4. The semicolon is used to separate items in a series if any of the items already contain commas.
The travelers visited Albany, New York; Erie, Pennsylvania; Cleveland, Ohio; and Akron, Ohio.

5. The semicolon is used to separate a series of dependent clauses that are very long or contain
internal commas.
Jelan indicated that she would fill the paper trays, clean the glass plates, and replenish the
staples in the three copiers; that she would fill the paper trays, discard the used toner, and
insert a new cartridge in the laser printer; and that she would fill the paper tray and change
the ink cartridge in the fax machine.
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SECTION C: CAPITALIZATION

Capitalization (the use of uppercase letters) is used primarily to indicate the importance of certain
words. Unnecessary capitalization should be avoided. When in doubt about a specific
capitalization principle, consult a dictionary or other reference book.

BASIC RULES

1. Capitalize the first word of a sentence.
He was eager to begin work as a receptionist.

2. Capitalize proper nouns (names of particular persons, places, or things) and proper adjectives
derived from these nouns.

Abdul West Virginia the Liberty Bell America (n.) American (adj.)

3. Capitalize the first word of the salutation of a letter and the first word of the complimentary
close.

Dear Mr. Stevensen Sincerely yours

4. Capitalize the days of the week, the months of the year, and holidays.
Friday February Christmas

5. Capitalize all significant words in the names of companies, organizations, and main
government agencies.

American Airlines Future Business Leaders of America Department of Justice

6. Capitalize the first word of a direct quotation.
The sales manager stated, "We will honor our commitment."”

7. Capitalize principal words in the titles of books, articles, magazines, newspapers, reports, and
so forth. Do not capitalize articles (a, an, and the), short prepositions (of, in, to, with, and but),
or short conjunctions (and, but, or, and nor) unless they begin the title.

An Introduction to Computers and Data Processing
"The Key to Success with Graphics"

BUSINESS TITLES AND POSITIONS

1. Capitalize titles when they immediately precede individual names and are directly related to
them. Generally, titles that follow personal names are not capitalized. When known, always
follow the preference of specific companies.

Ambassador Young delivered the proposal.
Janet Turner was appointed president of Woodrow College.

2. Do not capitalize business titles when they do not refer to specific persons.
A regional manager of the company spoke to us.
The chairperson will be appointed at the next meeting.
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GEOGRAPHIC NAMES

1. Capitalize the names of countries, regions of countries, cities, and sections of cities. The
names of mountains, islands, bodies of water, and other such geographic places and sections
are also capitalized.

Egypt Appalachian Mountains Easter Island Paris
Montego Bay Mississippi River Greenwich Village Utah

2. A geographic term such as river, ocean, country, city, and street that precedes a proper name,
or a geographic term that is used in the plural and follows a proper name, should not be
capitalized.

the river Thames the Antarctic and Indian oceans

NOTE: If the term is part of the legal name, it should be capitalized.
the City of New York

3. Capitalize points of the compass designating specific geographic sections of the country.
Points of the compass used to indicate direction are not capitalized.

the North the South the Northeast the Southwest
Miami is south of Atlanta.
The storm moved west to east.

4. Capitalize proper names denoting political divisions.
Allegheny County Sixth Precinct

INDIVIDUAL NAMES

1. Capitalize all units in the name of an individual (except some surname prefixes such as du, de,
van, and von, which are capitalized or lowercased according to the practice of the individual).

DeKoven deGaulle Demille deSoto

2. When a surname with a prefix that is usually lowercase begins a sentence, capitalize the
prefix.

DeGaulle was known for his speeches.
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SECTION D: NUMBER EXPRESSION

Numbers may be expressed in words or figures, depending on their use in general writing or in
technical writing.

1. Asa general rule, express single-digit numbers (one through nine) in words. Express larger
number in figures.

The three boys played basketball.
The 15 girls selected new dresses for the dance.

2. Express numbers that begin a sentence in words.
Forty-seven people attended the play.
Fifty of the 132 passengers got on the plane in Detroit.

3. When several numbers appear in one category of things in a sentence, be consistent in how the
numbers are expressed. If any of the numbers is 10 or higher, express all the numbers in
figures.

The employee ordered 5 packs of pencils, 10 reams of paper, and 3 staplers.

4. Numbers in thousands, millions, and billions can be expressed using the appropriate word or
figure and thousands, millions, or billions.

More than two million copies of the book were sold.
About $20 billion was spent on the government program.

5. Express simple fractions in words. Mixed numbers (a whole number and a fraction) can be
expressed in words or in figures. Be consistent in the way you express mixed numbers.

He watched about one-half of the movie.
We ran for two and one-half miles. Or We ran for 2 ¥z miles.

6. Express percentages in words unless the number begins a sentence.
Exactly 50 percent of the students passed the exam.
Twenty percent of the responses were positive.

7. [Express a year (date) in words unless it begins a sentence. Try to reword sentences so they do
not begin with a year. In a complete date, express the day and year in figures.

In 1990, my first child was born.
Her birthday party was held on May 2, 2016.

8. Times of day in even, half, or quarter hours can be expressed with words and o 'clock. These
times can also be expressed in figures with a.m. and p.m. Most other times are expressed in
figures with a.m. and p.m. Express noon and midnight with words.

The meeting was scheduled to begin a one o’clock.
The seminar began at 9:25 a.m. and ended at 2:00 p.m.
Lunch was served at noon.
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SECTION E: MATH

Numbers are used by almost everyone who works in offices. This math review will help you
complete the Reinforce Math Skills activities included in The Office, Procedures and Technology
textbook.

ROUNDING DECIMALS

Decimals are rounded so the number contains only as many decimal places as are actually
necessary. For example, when working with numbers that represent a money amount, round the
number to two decimal places for the cents. If the digit in the third decimal place is four or less,
the number in the second decimal place is not changed. Simply drop the digits after the second
place. If the digit in the third decimal place is five or more, the digit in the second decimal place is
increased by one.

$98.17 + 4 = $24.5425 = $24 .54 rounded to two decimal places

$78.23 + 2 = $39.115 = $39.12 rounded to two decimal places

An exception to this procedure is when the third digit is five or more and the second digit is a nine.
In this case, the nine becomes a zero and the first digit is increased by one.

50.00 + 55.397 = 105.397 = 105.40 rounded to two decimal places

Decimals can be rounded at any number of places using this procedure. First, identify the number
of decimal places desired. Then look at the next digit to the right to decide whether or not to
increase after dropping the unwanted digits.

CONVERTING FRACTIONS AND PERCENTAGES TO DECIMALS

Fractions, percentages, and decimals are all different ways of expressing parts of a whole. For
example, a part of $1 can be expressed as a fraction (Y4), a percentage (25%), or a decimal ($0.25).

1. To convert a fraction to a decimal, divide the numerator (the upper number) by the denominator
(the lower number).

Fraction 7 Decimal .25 (1+4=.25)

2. To convert a percentage to a decimal, delete the percent sign (%) and move the decimal point
two places to the left. (In a whole number, the decimal point is not shown but it understood to
be to the right of the last digit.)

Percentage Decimal

25% .25
12.5% 125
148% 1.48

CONVERTING DECIMALS TO PERCENTAGES

To convert a decimal to a percentage, move the decimal point two places to the right and add a
percent sign.
Decimal Percentage

.25 25%
125 12.5%
1.48 148%
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CALCULATING PERCENTAGES

1. To find the percentage of one number in relation to another, divide the part by the whole and
convert the quotient as a percentage.

1 is what percentage of 4?
1+4=.25=25%

2. To find a specific percentage of a single number, change the percentage to a decimal and
multiply the number by that decimal.

What is 2% of 1507
2% = .02 150x.02=3

PERCENTAGE OF INCREASE OR DECREASE

The percentage of increase or decrease compares numbers from two different time periods. To find
the percentage of increase or decrease, determine the amount of change between the first and
second periods. Then divide this amount of change by the first period, which is called the "base
period." Change the decimal to a percentage by moving the decimal point two places to the right
and adding a percent sign.

In the first period, sales were $500,000. In the second period, sales were $650,255. What is the
percent of increase or decrease in sales from the first to the second period?

$650,255 - $500,000 = $150,255 amount of change (increase)
$150,255 + $500,000 = .30051 = 30% (round and convert to a percentage)

MULTIPLES OF 10

1. To multiply by 10 or any multiple of 10, move the decimal point one place to the right for
each zero in the multiplier, adding zeros as needed.

47 x 10 =470 47 x 1,000 = 47,000

2. To divide by 10 or any multiple of 10, mentally move the decimal point one place to the left
for each zero in the divisor.

1,362 +10=136.21 1,362+ 100 = 13.62 1,362 + 1,000 = 1.362
AVERAGES
An average is calculated by dividing the sum of two or more quantities by the number of

quantities.

On a chapter test, Bill scored 89, Juan scored 92, and Mai scored 99. What is the average score
for these students?

89 +92 +99 =280 280 + 3 =93.3333 = 93 (rounded to a whole number)
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TEN-KEY NUMERIC TOUCH METHOD

The ten-key numeric touch method means striking the 0 through 9 keys without looking at the
keyboard. The keys are located by keeping the index, middle, and ring fingers over the 4, 5, and 6
keys, which are called the home row. Strike each key with a quick, rhythmic stroke. The correct
placement of your fingers is shown below.

Finger Right Hand Left Hand
Operation Operation

Index 4,7,1 6,93

Middle 5,8,2 5,8,2

Ring 6,93 4,7,1

Little Plus Key 0

Thumb 0 Plus Key

METRIC EQUIVALENTS

8|9
5|6
2|3
0 .

There are two methods of measurement, metric and English. The metric system is a decimal
system, which means that you can convert from one measuring unit to another by moving a
decimal point. For example, 10 decimeters equals 1 meter. By moving the decimal point one place
to the left, you have converted decimeters into meters. Length and weight measurements are

llustrated below.

LENGTH MEASUREMENTS

Metric System
10 millimeters = 1 centimet
10 centimeters = 1 decimet
10 decimeters = 1 meter
10 meters = 1 decameter

er
er

10 decameters = 1 hectometer
10 hectometers = 1 kilometer

English System

12 inches = 1 foot
3 feet =1 yard
5,280 feet = 1 mile

Equivalencies
1inch = 2.540 centimeters
1 foot = 30.48 centimeters
39.37 inches = 1 meter
1 mile = 1.609 kilometers

WEIGHT MEASUREMENTS

Metric System
10 milligrams = 1 centigram
10 centigrams = 1 decigram
10 decigrams =1 gram
10 grams = 1 decagram

English System

16 ounces = 1 pound

100 pounds = 1 hundredweight

2,000 pounds =1 ton

10 decagrams = 1 hectogram
10 hectograms = 1 kilogram

Equivalencies
1 ounce = 28.35 grams
1 pound =453.6 grams
1 ton =907.2 kilograms
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SECTION F: STATE AND PROVINCE ABBREVIATIONS

Use the two-letter abbreviations shown below in addresses.

U.S. State, District,

Possession, or Territory

Alabama
Alaska
American Samoa
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Guam

Hawaii

Idaho

Illinois
Indiana

Iowa

Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York

70

Two-letter
Abbreviation

AL
AK
AS
AZ
AR
CA
CO
CT
DE
DC
FL
GA
GU
HI
ID
IL
IN
IA
KS
KY
LA

ME
MD
MA
MI
MN
MS
MO
MT
NE
NV
NH
NJ
NM
NY

U.S. State, District, Two-letter
Possession, or Territory Abbreviation
North Carolina NC
North Dakota ND
Ohio OH
Oklahoma OK
Oregon OR
Pennsylvania PA
Puerto Rico PR
Rhode Island RI
South Carolina SC
South Dakota SD
Tennessee N
Texas X
Utah UT
Vermont VT
Virgin Islands VI
Virginia VA
Washington WA
West Virginia \\VAY%
Wisconsin WI
Wyoming WY
Canadian Province, Possession, Two-letter
or Territory Abbreviation
Alberta AB
British Columbia BC
Manitoba MB
New Brunswick NB
Newfoundland NF
Northwest Territories NT
Nova Scotia NS
Nunavut NV
Ontario ON
Prince Edward Island PE
Quebec QC
Saskatchewan SK
Yukon Territory YT
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SECTION G: ALPHABETIC INDEXING RULES

ARMA International, an association for records management professionals, recommends using
standard filing rules. The alphabetic indexing rules that follow are written to agree with the
ARMA International standards. You should apply these rules when indexing and coding records
for an alphabetic file.

Rule 1: Names

A personal name is indexed in this order: (1) the surname (last name) is the first unit, (2) the given
name (first name) or initial is the second unit, and (3) the middle name or initial is the third unit.

Rule 1 Personal Names

Name Unit 1 Unit 2 Unit 3
Russ Evans Evans Russ

Ruth T. Evans Evans Ruth T

Sam Thomas Evans Evans Sam Thomas
Alice Kim Kim Alice

Kala Perez Perez Kala

Business names are indexed as written using letterheads or trademarks as guides. There is one
exception. When The begins a business or organization name, index The as the last unit.

Rule 1 Businesses and Organizations
Name Unit 1 Unit 2 Unit 3
Avalon Valley Church Avalon Valley Church
Beacon Memorial Hospital Beacon Memorial ~ Hospital
The Cincinnati Enquirer Cincinnati Enquirer The
Juan Juarez Foods Juan Juarez Foods
Kentucky Living Magazine Kentucky Living Magazine
Tallahassee Auto Repair Tallahassee  Auto Repair
University of Michigan University of Michigan
Wall Street Cleaners Wall Street Cleaners
The Wayside Inn Wayside Inn The
Western High School Western High School
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Rule 2: Minor Words and Symbols

Articles, prepositions, conjunctions, and symbols are considered separate indexing units. Symbols
are considered as spelled in full. When the word The appears as the first word of a business name,
it is considered the last indexing unit.

Rule 2 Minor Words and Symbols

Name Unit 1 Unit 2 Unit 3 Unit 4

A Special Place A Special Place

The $ Tree Dollar Tree The

Lawton & Park Shoes Lawton and Park Shoes

Short but Sweet Candles Short but Sweet Candles
Rule 3: Punctuation

All punctuation is disregarded when indexing personal and business names.

Rule 3 Punctuation

Name Unit 1 Unit 2 Unit 3

A-Z Filing Systems AZ Filing Systems

Iris B. Mason-Peters MasonPeters Iris B

North/South Baseball League NorthSouth Baseball League

Tom’s Foods Toms Foods

Rule 4: Single Letters and Abbreviations

Initials in personal names are separate indexing units. Abbreviations of personal names (Wm.,
Jos., Thos.) and nicknames (Liz, Bill) are indexed as written. Single letters in business and
organization names are indexed as written. Radio and television station call letters are indexed as

one unit.
Rule 4 Single Letters and Abbreviations, Personal Names
Name Unit 1 Unit 2 Unit3  Unit4
E KM Inc. E K M Inc
EG Environmental EG Environmental
KBER Radio KBER Radio
L & M Enterprises L and M Enterprises
Liz P. Park Park Liz P
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Rule 5: Titles and Suffixes

In personal names, a title before a name (Dr., Mr., Mrs.), a seniority suffix (I, III, Jr., Sr.), or a

professional suffix (Mayor, MD, Senator) after a name is the last indexing unit. Numeric suffixes
(IL, IIT) are filed before alphabetic suffixes (Jr., Senator, Sr.). If a name contains a title and a suffix
(Ms. Emily Pagel, MD), the title (Ms) is the last unit. Royal and religious titles followed by either

a given name or a surname only (Princess Anne, Father Mark) are indexed and filed as written.

(Titles in business names are indexed as written.)

Rule 5 Titles and Suffixes

Name Unit 1 Unit 2 Unit 3 Unit 4
Dr. Joe’s Diner Dr Joes Diner

Gerald J. Estevant, 11 Estevant  Gerald J I
Gerald J. Estevant, Jr. Estevant  Gerald J Jr
Father Ryan Father Ryan

Mr. Aiken’s Bait Shop Mr Aikens Bait Shop
Tanesha D. Painter, MD Painter Tanesha D MD
Miss Tanesha D. Painter Painter Tanesha D Miss

Rule 6: Prefixes, Articles, and Particles

A foreign article or particle in a personal or business name is combined with the part of the name
following it to form a single indexing unit. Spaces in the prefix or between a prefix and the rest of
the name (Amber De La Cruz) are disregarded.

Rule 6 Prefixes, Articles, and Particles

Name Key Unit Unit 2 Unit 3
Gloria R. De Gabriele DeGabriele Gloria R
LeMay’s Fine Foods LeMays Fine Foods
Mark P. O’Connell OConnell Mark P

St. Germain and McDougal StGermain and McDougal
Alex P. Von der Grieff VonderGrieff Alex P
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Rule 7: Numbers in Business Names
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Follow these guidelines for indexing business names that contain numbers.

Numbers spelled out (Sixth Street Grocery) are filed alphabetically.

Numbers written in digits are filed in ascending order before letters or words (3 Day Cleaners
is filed before Adams Cleaners).

Arabic numerals (2, 3) are filed before Roman numerals (II, III).

For a range of numbers (33-37 Fence Court), use only the first number in the range (33).

For names with numbers that contain st, d, and ¢k (1st Mortgage Co.), ignore the letter endings
and consider only the digits (1, 2, 3).

When indexing names with a number (in figures or words) linked by a hyphen to a letter or
word (10-Minute Photo, A-1 Laundry), ignore the hyphen and treat it as a single unit
(10Minute, A1).

When indexing names with a number plus a symbol (55+ Social Center), treat it as a single

unit (55PIus Social Center).

Rule 7 Numbers in Business Names

Name Unit 1 Unit 2 Unit 3 Unit 4
5 Step Cleaners 5 Step Cleaners

65+ Senior Center 65Plus Senior Center

400-700 Rustic Way 400 Rustic Way

The 500 Princess Shop 500 Princess Shop The
XXI Club XXI Club

Fifth Street News Shoppe  Fifth Street News Shoppe
Finally 21 Club Finally 21 Club

[-275 Garage 1275 Garage

#1 TV Deals Numberl TV Deals

Sixty-Six Highway Deli SixtySix Highway Deli
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Rule 8: Identical Names

When names are identical, filing order is determined by the addresses. Compare the addresses in
the following order: city names, state or province names, street names, and house or building
numbers.

Rule 8 Identical Names

Name Unit 1 Unit 2 Unit3 Unit4 Unit5 Unit6
Stop-N-Shop StopNShop Abilene

5185 Texas Ave.

Abilene, TX

Stop-N-Shop StopNShop Barstow
2600 Teal Rd.
Barstow, CA

Stop-N-Shop StopNShop London KY
1903 Hwy. 192
London, KY

Stop-N-Shop StopNShop London OH Apple  Ave
1692 Apple Ave.
London, OH

Stop-N-Shop StopNShop London OH Birch Ave
1692 Birch Ave.
London, OH

Stop-N-Shop StopNShop London OH Birch St 21500
21500 Birch St.
London, OH

Stop-N-Shop StopNShop London OH Birch St 32890
32890 Birch St.
London, OH

REFERENCE SECTION G 75

© 2019 Cengage Learning, Inc. May not be scanned, copied or duplicated, or posted to a publicly accessible website, in whole or in part.



Rule 9: Government Names

Government names are indexed first by the name of the governmental unit—country, state, city, or
county. Next, the distinctive name of the department, bureau, office, or board is indexed. When
indexing foreign government names, use the English translation of the name.

Rule 9 State and Local Government Names

Name Unit 1 Unit 2 Unit 3 Unit4 Unit5
Alabama Alabama  Education Department of

Department of

Education

Govern d’Andorra  Andorra Government

City of Arlington  Arlington  City of Public  Library
Public Library

City of Arlington  Arlington City of Senior  Center
Senior Center

Barstow Barstow  Municipal Court

Municipal Court

Druk Yul Bhutan Kingdom of

Jamhuri ya Kenya Kenya Republic of

For United States federal government names, use three indexing “levels” (rather than units). Use
United States Government as the first level. The second level is the name of a department; for

example, Department of Agriculture. Level three is the next most distinctive name; for example,
Forest Service. If necessary, invert the names. (Change Department of Commerce to Commerce
Department.) The words of and of the are not considered when indexing. They may be placed in

parentheses for clarity.

Rule 9 Federal Government Names

Name Level 1 Level 2 Level 3
National Weather United States Commerce National Weather
Service, Department  Government Department Service

of Commerce (of)

Office of Civil United States Education Civil Rights
Rights, Department ~ Government Department Office

of Education

Federal Emergency  United States Homeland Federal
Management Government Security Emergency
Agency Department Management
Department of (of) Agency

Homeland Security
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SECTION H: SAMPLE DOCUMENTS

AGENDA

Agenda

Approximately 2” top margin

Default or 1”side margins

Pikesville Improvement Council

June 30, 20--
9:30 a.m., Conference Room C

Call to Order ....ccccoceeee. Nancy Wong, Pikesville Improvement Council Chairperson
ROIiGallssmnmennemrmrmr o rrernm s Roberto Sanchez, Secretary
Reading of the Minutes of the Previous Meeting .............. Roberto Sanchez, Secretary
Treasurer’s REPOIT ... ece e e s e e s e e e e Sean Petersen, Treasurer

Committee Reports
Recognitions Committee Report .c.cocccvveeririivcceiineieeiee e Latoya King, Chairperson

Unfinished Business
Telecommunications Improvement Project

New Business
East Pikesville Drive Improvement Project

Date of Next Meeting

Adjournment
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ENVELOPE

Ace Business Systems
303 Park Avenue
New York, NY 10033-1784

Ms. Joanna Becker

Becker Financial Services
105 High Street

Columbus, OH 43230-9017
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ITINERARY

Approximately 2” top margin

Default or 1”side margins

[tinerary for Charlene Stanford

May 17 to May 19, 20--

DATE TIME ACTIVITY
Wednesday 9:43 a.m. Leave Hartsfield International Airport on Delta Flight 1745.
May 17

10:50 a.m. Arrive Dallas/Ft. Worth International Airport. Pick up rental car
key at the Sun Rentals counter, confirmation number 388075.

Hotel reservations at Fairmont Hotel, 1717 W. Akard Street.
Phone: 214-555-0102. Confirmation number 7K4995F,

2:30 p.m. Meeting with George Thatcher, Vice President of Marketing,
Fabric Wholesalers, 1314 Gaston Avenue (Phone: 214-555-0196)
to discuss purchase agreements.

7:00 p.m. Dinner with staff at the hotel to review plans for the Apparel
Fair.
Thursday 12:32 p.m. Leave Dallas/Ft. Worth International Airport on Delta Flight 444.
May 18 Return rental car keys at Sun Rentals and take a shuttle to the
airport.
1:55 p.m. Arrive at Lindbergh Field International Airport and meet Richard

Stanley (Phone: 619-555-0152) at the baggage claim area.
Travel to Naples plant with Richard, take a tour, and return to
the hotel.

Hotel reservations at the Seven Seas Lodge, 411 Hotel Circle
South {Phone: 619-555-1022}. Confirmation number 4478584.

Friday 7:55 a.m. Leave Lindbergh Field International Airport on Delta Flight 880.
May 19 Richard will meet me at my hotel at 5:30 a.m. and drive me to
the airport.
3:52 p.m. Arrive Hartsfield Atlanta International Airport.
REFERENCE SECTION H 79

© 2019 Cengage Learning, Inc. May not be scanned, copied or duplicated, or posted to a publicly accessible website, in whole or in part.



LETTER IN BLOCK STYLE

Approximately 2” top margin
Default or 1”side margins
Ace Business Systems

303 Park Avenue
New York, NY 10033-1784 (800) 555-0150

January 8, 20--

Ms. Joanna Becker

Becker Financial Services
105 High Street

Columbus, OH 43230-9017

Dear Ms. Becker
Bid for Office System

Thank you for giving us the opportunity to prepare a cost analysis and bid for your new
office system. You should receive the bid within the next 10 days.

Brochures describing the Model 4000 office system that you requested are enclosed.
Please call me at (800) 555-0150 if | can be of further assistance.

Sincerely

foe Park

Joe Park, President

jk
Enclosure
[ Raul Gonzalez, Jan Napier

If you would like our representative to visit your office, contact Mr. Gonzalez at our
office number {800) 555-0150.

80
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LETTER IN MODIFIED BLOCK STYLE

Approximately 2” top margin
Default or 1”side margins
Ace Business Systems

303 Park Avenue
New York, NY 10033-1784 (800) 555-0150

January 8, 20--

Ms. Joanna Becker

Becker Financial Services
105 High Street

Columbus, OH 43230-9017

Dear Ms. Becker

Thank you for giving us the opportunity to prepare a cost analysis and bid for your new
office system. You should receive the bid within the next 10 days.

Brochures describing the Model 4000 office system that you requested are enclosed.
Please call me at (800) 555-0150 if | can be of further assistance.

Sincerely

loe Park, President
jk
Enclosure

C Raul Gonzalez, Jan Napier

REFERENCE SECTION H 81

© 2019 Cengage Learning, Inc. May not be scanned, copied or duplicated, or posted to a publicly accessible website, in whole or in part.



MEMO

Approximately 2” top margin

Default or 1”side margins

TO: Raul Gonzalez
FROM: Joe Park
DATE: January 8, 20--
SUBIJECT: Project Bid

Joanna Becker, of Becker Financial Services in Columbus, has requested a cost analysis
and bid for a new office system. | have indicated to Ms. Becker that we will have our bid
to her within 10 days.

Offhand, | think the Model 4000 will be the best option for this company. | have sent
Ms. Becker brochures describing this system. Please review the attached documents
that describe the company needs and be ready to offer your recommendations at our
regular meeting on Friday.

Attachment

o Jan Napier
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MEMO REPORT

TO: Alma Yung, Manager
FROM: Alberto Diaz

DATE: August 5, 20--

SUBJECT: Marketing and the Internet

Internet use is growing quickly. More than a billion people worldwide use the Internet. One of the
primary uses of the Internet for many consumers is shopping online. More and more companies are
selling products, providing customer support, and doing market research via websites.

Market Research

Marketing research firms make data available in a variety of forms for business needs. They focus on
the customer and the market. Marketing research firms use questionnaires and interviews to gather
information about consumer behaviors and attitudes. They also look at marketing trends and collect

valuable demographic data.

Computer technology makes it possible for researchers to collect a variety of data, analyze large
amounts of information, and forecast market conditions. For example, customers who buy online
typically provide information about themselves to the company. This information is called a customer
profile. Companies may also build their store of information about online customers by using cookies.
Cookies are messages exchanged by the user's web browser and the web server being visited. They can
be used to track the user’s online behavior. The information acquired from online customers allows the
business to analyze customer buying habits. Then the company can suggest related products that may
be of interest to a customer.

Mailing Lists

A mailing list is a directory of Internet user addresses of people who want to have information about a
topic delivered regularly to their addresses. Some mailing lists are maintained by businesses while other
lists are private. The user subscribes to the mailing list to receive messages. Mailing lists can be used to
gather data or advertise products. Many websites that sell products have an option users can select to
be added to a mailing list. Reputable sites also have a method that allows users to unsubscribe from a
mailing list.

Newsgroups

Newsgroups publish online articles related to many topics. Users participate in public discussions about
a topic by sending messages that all users in the newsgroup can read. Newsgroups are available for
thousands of topics. Some companies sponsor newsgroups related to their products. Users can ask
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MINUTES

Approximately 2" top margin

Default or 1”side margins

Minutes

Pikesville Improvement Council
June 30, 20--

1. The regular weekly meeting of the Pikesville Improvement Council was held on June
30, 20--, in Conference Room C at City Hall. The meeting was called to order at 9:30

a.m. by Nancy Wong, Pikesville Improvement Council Chairperson.

2. Present were members Elizabeth Larkin, Rodger Aycock, Douglas Ivey, Laura
Johnson, Steven Minnhausen, Latoya King, Sean Petersen, Roberto Sanchez, and
Nancy Wong. A guest, John Byrd, was also present. Council member Kelly Pearce
was absent.

3. The minutes of the June 23, 20--, meeting were read and approved.

4. The treasurer, Sean Petersen, reported that the Improvement Projects Fund has a
balance of $359,450.

5. Latoya King gave the Recognition Committee report, recommending Jane Ann
Adamson be submitted for employee of the month. Laura Johnson moved that Jane
Ann Adamson be submitted to the city council as employee of the month. Steven
Minnhausen seconded the motion, and the motion was approved by the council.
President Wong directed the secretary to prepare the resolution for submission
(attached to the minutes).

6. The council addressed unfinished business. President Wong reported that the three
recorded bids for the Telecommunications Improvement Project have been

forwarded to the City Engineering Department for evaluation.

7. The council addressed new business. Douglas lvey reported that a community
meeting will be held on July 6, 20--, to discuss the project with residents.

8. President Wong announced that the next meeting will be held on July 7, 20--, at
9:30 a.m. in Conference Room C at City Hall.
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MINUTES

Approximately 1” top margin
Pikesville Improvement Council

Minutes for June 30, 20--
Page 2

Default or 1”side margins

9. Douglas lvey moved and Rodger Aycock seconded that the meeting be adjourned.
The motion was approved and the meeting was adjourned at 10:30 a.m.

Roberto Sanchez, Secretary Nancy Wong, President

Attachment: Resolution of Recognition

PAGE 2 HEADING

Miss Laureen DiRenna
Page 2
February 20, 20--

apply the credit toward a future purchase. Be sure to include your membership
number on the account credit form provided and return the form with the survey.
This will ensure that your account is credited properly.

Sincerely
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UNBOUND REPORT, TITLE PAGE

Internet Use

Alberto Diaz
Office Communications Consultants

August 5, 20--
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UNBOUND REPORT, PAGE 1

Internet Use

Internet use is growing quickly. Currently, approximately 3.6 billion people worldwide use the
Internet (Internet Stats, 2016). One of the primary uses of the Internet for many consumers is
shopping online. More and more companies are selling products, providing customer support,
and doing market research via websites.

Market Research

Marketing research firms make data available in a variety of forms for business needs. They
focus on the customer and the market. Marketing research firms use questionnaires and
interviews to gather information about consumer behaviors and attitudes. They also look at
marketing trends and collect valuable demographic data. The U. S. Census Bureau (2016)
describes the demographic data it provides:

The Population Estimates Program publishes total resident population estimates and
demographic components of change (births, deaths, and migration) each year. We also
publish the estimates by demographic characteristics (age, sex, race, and Hispanic
origin) for the nation, states, and counties.

Computer technology makes it possible for researchers to collect a variety of data, analyze huge
amounts of information, and forecast market conditions. For example, customers who buy
online typically provide information about themselves to the company. This information is called
a customer profile. Companies may also build their store of information about online customers
by using cookies. Cookies are messages exchanged by the user’s web browser and the web
server being visited. They can be used to track the user’s identity and online behavior. The
information acquired from online customers allows the business to analyze customer buying
habits. Then the company can suggest related products that may be of interest to a customer.

Mailing Lists

A mailing list is a directory of Internet user addresses of people who want to have information
about a topic delivered regularly to their addresses. Some mailing lists are maintained by
businesses while other lists are private. The user subscribes to the mailing list to receive
messages. Mailing lists can be used to gather market data or to advertise products. Many
websites that sell products have an option users can select to be added to a mailing list.
Reputable sites also have a method that allows users to unsubscribe from the mailing list.
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UNBOUND REPORT, PAGE 2

E-commerce

E-commerce has created a lack of geographic boundaries for many businesses. This brings new
challenges in communicating and sharing information with people of many countries and
cultures. Websites must be designed to be attractive and easy to use for all customers. Internet
users by world region are shown in the following chart.

Internet Users in the World by Regions
Dec. 2016

M Asia 50.2%

_l Europe 17.1%

B Lat Am / Carib. 10.4%

M Africa 9.1%

M Horth America 8.7T%

M Middle East 3.8%

B Oceania / Australia 0.7%

Source: Internet World Stats - www.internetworldstats.com/stats.him
Basis: 3,686,238 430 Internet users on December 31, 2016
Copyright @ 2017, Miniwatts Marketing Group

Electronic Mail

One popular use of the Internet is electronic mail, or email. Email is the electronic transfer of
messages. LANs and WANSs offer email to all computers that are connected, whether they are in
the same office or in different countries. Users are limited to sending and receiving messages
only to and from those on their network unless their network is connected to the Internet. If
they are connected to the Internet, they can send and receive messages all over the world.

Email messages may contain not only text, but also audio and graphics. Messages advertising
products or sales can include photos or links to a company website. When an email file is
received, it is automatically stored in a user’s electronic mailbox. An email mailbox is an online
computer storage space designated to hold electronic messages. These messages are stored for
the owner of the mailbox and may be read, saved for later reference, printed, or deleted. Email
is inexpensive, fast, and easy to use for workers at all levels in organizations.

Web Browsers

A web browser is a software program that provides navigation and search tools to help users
find topics and locations on the World Wide Web. URLs (Uniform Resource Locators) are
Internet addresses that can be understood by any web browser as it searches for hypertext
documents on computers around the world. URL addresses start with http://, which stands for
hypertext transfer protocol. This is a set of instructions telling computers how to send and
receive hypertext data and documents. The www in the URL stands for World Wide Web.
Periods in the URL are separators and are pronounced dot. Ending letters in the URL represent
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TABLE
BAY AREA MARINE SUPPLY COMMISSION EARNINGS
First Quarter 20--
Name Region Sales Commissions
Alice Andrews 2 $78,972.20 $7,897.22
Conrad Pennington 1 60,907.02 6,090.70
Olivia Jacobs 3 87,252.87 8,725.29
Tim Park 1 92,625.31 9,262.53
Dion Lowell 4 75,559.23 7,555.92
Gloria Lopez 3 86,248.94 8,624.90
Totals $481,565.57 548,156.56
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