THE SUPREME COURT OF THE STATE OF ALASKA
Order No. 14

It is Ordered:

1. After February 1, 1960, all briefs, and petitions angd
memoranda under Part VI of the Rules of the Supreme Court, pre-
pared for filing in this court shall be typed on Multilith
Duplimat Masters in accordance with the attached Memorandum of
- Instructions; and when filed, shall be governed by the provi-
sions of Rule 11 (g).

. 2. Type shall be not less in size than 10 pitch {10 char-
acters per inch) Pica, or similar. . ‘ ,

3. This order supersedés conflicting Rules of the Supreme

Court to the extent of such conflict. v

Dated this 8th day of January, 1960.

~ /3/ Buell A. Nesbett
Chief Justice

/s/ John H. Dimond
Assoclate Justice

/é/ Walter H. Hodge
Assoclate Justice




MEMORANDUM OF INSTRUCTIONS

ON USE OF MULTILITH DUPLIMAT MASTERS

1. Materials and Supplies.

The masters to be used in the preparation of briefs and pe-
titions are designated as "Multilith Duplimat Masters - Series 5-
"3000~5." They are pre-printed with lines and numbers in non-re-
producing ink and may be purchased at a price of $7.00 for a box
of 160, or $29.74 for a box of 1,000. They may be obtained from
thé Addressograph-Mu;tigraph Gorporétion, 1675-1/2 East Fifth
Avenue, P. 0. Box 1715, Anchorage, Alaska, or at pther offices of
that company. '

0 There may also be obtained from the Corporation at the above
address, for $9:20, a duplicating kit which will include 100 mas-
ters, a Multilith Duplimat typewriter ribbon, an eraser, a répro-
dueing pencil and a non-reproducing pencil. ‘

When ribbons are ordered from the Corporation the type-
writer specifications, such as the make of typewriter and whether
it ‘is electric or manual, should be given.

2. Typing - Erasing - Correcting.

{a) The master will have a series of numbers in
non-reproducing ink at the top of the sheet for typewriter margin
settings. The left margin should be set at 17 (1-7/8 inches from
the left edge of the master), and the right margin should be set at
98 (1-3/8 inches from the right edge of the master).

The first typed line at the top of the master (e.g., the
title of the court) should begin not less than 2-1/8 inches below
the top edge of the master. |

Typing (including page numbers) must not extend below a
point which isk2-3/8 inches from the bottom edge of the master.
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(b) If a typewriter is not equipped with a carbon
paper ribbon attachment a Multilith Duplimat ribbén must be used.
This ribbon can also be used for regular typing.

(e) If an electricwtypewriter is being used, set
the pressure gauge on the lightest setting possible and still ob-
. tain a good image'on all characters. IRM electric typewriters
are usually set on 2 or 3. A typist using a manual typewriter
shoulé_take care to use a light, even stroke on all keys. 7

(d) 'Erasures should be made with a soft rubber
eraser; removing only the surface of the image. A 1;ght image
will remain visible. Care should be taken not to remove the sur-
face of the master when making erasures.

(e) VWhen proofreading, corrections can be marked
with the Multilith non-reproducing pencil. These marks need not
be erased, because they will disappear'when placed on the dupli-
cator.

3., Handling and Mailing.

(a) Care should be taken to handle the master only
in the margin areas. The paper guide rolls on the typewriter
should be placed and kept at all times in the margin area.

() Do not bend or fold the masters. In preparing
them for mailing blace cardboard on the front and back before in-
serting the'masters in an envelope. This will prevent the masters
from being folded or wrinkled when handled by post office per-
sonnel. The envelope should be marked "Do Not Bend" or "Do Not

Fold."

-



THE SUPHEME COURT OF THE STATE OF ALASKA

ORDER NO, 14

Amendment No. 1 - 12/ /60

Amending paragraph 1 of
Supreme Court Order No. 14.

IT 1S ORDERED:

Supreme Court Order No. 14 1s amended as
follows:

In the fourth line in paragraph 1, the word
"Amended" 1s inserted immediately before the word

"Memorandum” .

DATED:
Chlef Justice
Assoclate Justice
Assoclate Justlce
Distribution:

All Members Alasica Bar Assoclation
All Superior Court Judges

All Members Attorney Generalts Office
All Clerks of Court

All Supreme Court Justlces.



THE SUPREME COURT OF THE STATE OF ALASKA
ORDER NO. 14

Revision of June 20, 1966
Revising Supreme Court
Order No. 14 and all
amendments thereto.

-IT IS ORDERED:

That Supreme Court Order No. 14, together with all amend-
ments thereto, is revised to read as follows:

1. All briefs, and petitions and memoranda under Part VI
of the Rules of the Supreme Court, prepared for filing in this
court shall be typed on Multilith Duplimat Masters in accordance
with the attached Instructions for Preparation of Briefs. When a
brief so prepared has been filed, its duplication and service
shall be governed by the provisions of Rule 11(g), Rules of the
Supreme Court. As an alternative parties may have their briefs,
prepared as specified above, then reproduced by a commercial
reproduction plant, in which case the number of copies to be
submitted and the manner of binding will be as required by the
clerk of this court and the finished briefs will be filed within
five days after the times specified in Rule 11(a), (b) and (c),
Rules of the Supreme Court.

2. On standard machines, type shall be Pica, 11 or 12
points in height, 10 pitch (10 characters per inch), substan-
tially similar to the type in this order. If proportionél'type
is used, it shall be from 10 to 12 points in height, and similar

in style to the type in this order. The expand key shall not be -



used. If doubt exists as to whether a given type will comply
with this order, a sample may be submitted to the clerk.

3. This order supersedes conflicting Rules of the
Supreme Court to the extent of such conflict.

DATED: June 20, 1966.

/s/ Buell A, Nesbett

Chief Justice

/s/ John H. Dimond

Associate Justice

/s/ Jay A. Rabinowitz

Associate Justice

DISTRIBUTION:

§/C Justs

Sup/C Jdgs
Dist/C Jdgs
Clks/Ct

All Members ABA
Dept/Law
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- THE SUPREME COURT OF THE STATE OF ALASKA

ORDER NO. 14

Amendment No. 1 - 12,27/6

Amending paragraph 1 of
Supreme Court Order No. 1

IT IS ORDERED:

* Supreme Court Order No. 14 is amended as
follows: '
In the fou:éth line in paragraph 1, the word
"Amended" is 1nserted 1mmediately before the word

"Menorandum

DATED: December 27, 1960

1:; i;égg’ & 726£.~,4SJE%§}““

Chief Justlce

bt LS W;MQ

U Associate Justice

ké/,‘ | g
' (;:;? (i;€ YY)
7 Asdociate Justice

it

Distribution:

A1l Members Alaska Par Associlation
All Superior Court Judges

A1l Members Attorney Generzlts Office
A1l Clerisof Court

A11 Suprenme Court Justices.
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THE SUPREME COURT OF THE STATE OF ALASKA
ORDER NO. 14 A

| Amendment Mo, 2 - 5/7/62
Amending paragraph 2 of
Supreme Court Order No. 14.

IT IS ORDERED:

Supreme Court Order No, 14 is amended as follows:

- Paragraph (2) shall be amended to read: |

2. dnvstandard machines, type shall be Pica, 11 or 12
'points in height, 10 pitch (10 characters per inch) sdbsﬁan-
tially simila? to the ﬁype in this order. If proportional type -
is used; it shall be from 10 to 12 points in height, and similar
in style to the type in this or&er. The expand key shall not be
used. If doubt exists as to whether a given type will comply
with this order, a sample may be submitted to the clerk.

Dated: May 7, 1962.

/s/ Buell A, Nesbett
Chief Justice

/s/ John H. Dimond
Associate Justice

-
/s/ Harry 0. Arend
Associate Justice

Digrribution:

£11 Members Alasks Bar Assceiation

411 Superior Court Judges '
All Mzxbers Attornmey General's Qffice
ALl Clecks of Court

51l Supreme Court Justices
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THE SUPREME COURT OF 'THE STATE OF ALASKA
ORDER NO. 14
revisicn of June 15, 1971,
Revising Supreme Court

Order No. 14 and all
amzndments thereto.

IT IS GRDERED:

Suprame Ccurt Order Ke. 14, togeﬁher with all amendments,
is ravised to r=2ad as follows: .

(1) All briefs prepared under Supreme Court Rule 11 and
all petitions for revizw and memoranda prepared under Supreme Court
Rules 28 and 29 sﬁall b= typed on 8 1/2" :x 11" “0 1b. plain white
bond paper, in accordance with.the attached INSTRULTIONS FOR
PREPARATICN OF BRIEFS, e f ctiva June 15, .1971.

(2) Br"iefé._. petitions for review and memoranda so filad
will be placed on masters by aa electrostatic procass by the Clerk
of the Suprem= Court and will be upllcated and gerved by the Cler‘.

{3). As zn alternative, parties mey havs +nelr orl s
duplicated commercially, in accordance with the directions in the
"seccion of the attach=ad INSTRUTELCNS FOR PR&D:R“I 0¥ OF BRIEFS

"ITI., COMMERCIAL FEINTIWGY.

Effectiwe Data: Jane 15, 1971,
DISTRIBUTICON: ' {Mr3.} JOSEPHIWE M. MCPHETRES

Clarxi, Suprewme Court
S/C Justs

Sup. C Jdgs . ﬁ)
Mags . By s WYL, R n
Clks/Cé oS b Q’“

All Membexs BRBA hiaf “cpu.T Clerk A
Law Librarisn : )
Probate Mastcers

Adrn Dir

‘Dept/Law

Lzg Coun

Pun/Daf Agancy

Alaska Lagal Servigss
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IMPORTANT NOTICE

Effective June 1, 1962

) A1l Mémbgrs Alaska BarfAssocigtiop.

"

'FROM  : Clerk, Supreme Court of Alaska. .

5

SUBJECT : Preparation of Briefs.

Kindly nete the attached copy of Amendment No. 2 to Supreme Court
Order No. 14, which has to do with the kind of type.reqiired to be
used in the preparation of briefs. The amended order is dated May 7,
1962, but 1s not effective until June 1, 1962. -

On December 27, 1960, thls office prepared and distributed an
"Amended Memorandum Of Instructions On Use Of Multilith Duplimat
Masters". Effective June 1, 1962, paragraph 2{(d) on page 2 of that
Memorandum is revised to read as follows: : ~ .

© "(d) Supreme Court Order No. 14, as amended May 7,
1962, requires that when using standard machines in
preparing brief's, type shall be Pica, 11 or 12 points

~in helght, 10 pitch {10 characters per inch) substan-
tially similar to the type in this order. If propor- .
tional type Is used, it shall be from 10 to 12 points
in height, and similar in style to the type in this
order. The expand key shall not De used. If doubt
exists as to whether a given type will comply with
this order, a sample may be submitted to the clerk.”

Distribution: Very truly yours,

All Members Alaska Bar Ass'n ) s S22 %
All Superior Court Judges : o

Al11 Clerks of Court (Mrs.; Josephine M, McPhetres
All Supreme Court Justices Clerk

All Members Attorney General's 0ffice




SUPREME COURT
State of Alaska
Office of the Clerk

P.0. Box 2601 -
Juneau -

February 7, 1964

TO: All Members of the Alaska Bar Association.
FROM: Clerk, Supreme Court.

SUBJECT : Breéaration of Briefs.

Enclosed are 2 copies of Instructions For Preparation
of Briefs, which supersede the "Amended Memorandum On Use of
- Multilith Duplimat Masters", distributed under date of May 9, 1962.-

Very truly your:%

r! Josephine M. McPhetres
Clerk
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SUPREME. COURT

State of Alaska
Office of the Clerk
P.0. Box 2601

Juneau -

February 7, 1964

INSTRUCTIONS FOR PREPARATION OF BRIEFS

1. General Information.

(a) Length of Briefs. Exclusive of appendices, the appel-

lant’s and appellee's briefs may not exceed 50 numbered pages
each, and the appelléﬁt's reply brief, 20 pages. [Supreme Court
Rule 11(a)(10)] "

(b) Preparation of Briefs. All briefs are to be typed on

Multilith Duplimat Masters and sent to the clerk for filing,
féproduction, and service, in accordance with these instructions.
[Supreme Court»Rule 12(a) and 11(g)]

‘ {(c) Fees. The fees to be paid for reproducing and serving
- briefs are as follows:
(1) For reprcducing and serving 3 copies of a brief

on each party - $2.50 a page.
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(2) For furnishing copies of a brief in excess of
. 3 for each party - $3.00 a copy. [See Schedule of Fees -
Supreme Court - attached to Supreme Court Order No. 59,

S

effective January 1, 1964]

2. Materials and Supplies.

| The mdsters to be used in the preparation .«of briefs
and petitions are designated as "Multilith Duplimat Masters -
éeries 5*3000".'They are pre-printed with lines and numbers
" in non-reproducing ink, and may be purchased from the Addresso-
graph-Multigraph Corporation, 1675 1/2 East Fifth Avenue,
‘P.0. Box.-1715, Ancﬁorage, Alaska, or at other offices of that
company.,

There may alsc be obtained from the Corporation multi-
1ith duplimat typewriter ribbons, multilith erasers, and
reproducing and non-reproducing pencils. When ribbons are
ordered the fypewriter specifications, such as the make of
typewriter and whether it is electric or manual, should be

given.

3, 8ize and Style of Type.

When using standard machines in preparation of briefs

the‘type must be Pica, 11 or 12 points in height, 10 pitch

-2-



(10 characters per inch) substantially similar to the type in
these instructions. If proportional typé is used, it shall be
from 10 to 12 points in hgight, and similar in style to the type
in these instructions. The expand key sha11 not be used. 1If

' douﬁt exists as to whether a given type will comply with these
instructions, a sample may be submitted to the clerk. _[Supreme

>Court.0rder No. 14]

4. Typing Masters.

(a) Typewriter Ribbon. If a typewriter is not equipped

with a carbon paper ribbon attachment, a Multilith Duplimat
" ribbon must be used. This ribbon can also be used for regular
typing.

(b) Typing Pressure. If an electric typewriter is being

used, set the pressure gauge on the lightest setting possible
to still obtain a good image on all characters. IBM electric
typewriters are usually set on 1. A typist using a manual type-

writer should take care to use a light, even stroke on all keys.

(c) Cleaning Typewriter Keys. The typewriter keys must

be thoroughly cleaned before typing on the Multilith master.

(d) Paper Guide Rollers. Earlier instructions required
that the paper guide rollers on the typewriter be placed and

kept at all times in the margin area. It has been found, however,

C wBm



that when this is done the centef portion of the master is not
held firmly against the typewrifer platen. This causeszthe
typewriter keys to leave an impression slightly above or below
the typed'linez apd this shows up in dupli;ation.

| In order to avoid this, the rollers may be moved in
élightly toward the center of the master. But when this is
done, it_is most important to clean the rollers thoroughly
before starting to type and then to clean them again every three

or four pages. If they are not kept entirely clean, a vertical

émudge will show up on the face of the duplicated copy.

(e) Left and Right Margins. The master will have a series
of numbers in non-reproduciﬁg ink at the top of the sheetnfor
typewriter margin settings. The ieft margin should be set at
l&* which is one‘(l) inch from the dotted vértical line on the
left, and the right margin should be set at 87, which iﬁ one (1)
inch from the dotted vertical line on the right.

(£) Top M;rgin. The master &ill also have a series of
numbers in non-reproducing ink on tbe'right'and left hand sides
of the sheet. The first typed line at the top of the master
(for example, the title of the court) must begin at line 7
(which is approximately 2-1/8 inches below the top edge of the
master) and not above that point.

(g) Bottom Margin. Since the briefs will be reproduced on

by



letter size paper, stop typing at the end of line 57, which is
4-1/2 inches from the bottom edge of the master. Then place the
page number in the center of the page four Spaces below‘on line 61.

(h) Double spacing. The lines on each page shall be double

~ spaced and the pagéé shall be numbered consecutively at the bottom.
(i) Efasuresf Erasdres.should be made with a Multilith

eraser only, rémoving only the sﬁfface of the image. A iight

image will remain visiﬁle. Care should be taken not to remove

the surface of the master when making erasures.

(j) Use of Non-Reproducing Pencil. When proofreading, the
non-reproducing Multilith pencil may be used to make corrections
to be made by the typist. These marks need not be erased,.

because they will disappear when placed on the duplicating machine. .-

5. Handling and Mailing.

(a) Handliég; Care should be taken to handle the master
only in the margin areas, in order to avoid finger prints,
smearing,.etc.

(b) Mailing. Do not bend or fol& the masters. Iﬁ prepar-
ing them for mailing, place cardboard on the front.and back
before inserting the masters in an envelope. This will prevent
the masters from being folded or wrinkled when handled by post
office personnel. The envelope should be marked "Do Not Bend"

or "Do Not Fold".



RECEIVED

SUPREME COURT JUN 171966

State of Alaska

Office of the Clerk Oitice ef Administrative Direcro:
- P.0. Box 2601 Alusk. Coort System
~ Juneau

June 20, 1966

INSTRUCTIONS FOR PREPARATION OF BRIEFS

In accordance with Supreme Court Order No. 14, aé,
revised on June 20, 1966, briefs may be reproduced either B;
the clerk's office or by a commercial reproduction plant. 1In
either case, the instructions for ﬁhe preparation of briefs

shall be followed as set out below.

1. General Information.

(a) Length of Briefs. Exclusive of appendices, the appel-

lant's and appellee's briefs may not exceed 50 numbered pages
each, and the appellant's reply brief, 20 pages. [Supreme Court

Rule 11(a) (10)]

(b) Preparation of Briefs.
o (1) All briefs‘are to be typed on Multilith Duplimat
Masters. |
(2) Where briefs are to be reproduced by the clerk,

the Multilith Duplimat Masters may be sent directly to that



office, or filed :in an office of a Justice and then sent immEdi;
ately‘byicbunselAto the clerk at Juneau for reproduction and
service.

(3) Where briefs are to be reproduced commercially,
the clerk will advise counsel of the number of copies of the
brief that will be required. All copies of the reproduced
brief are to be sent to the clerk at Juneau for filing and
service.

(¢) Fees. The fees to be paid the clerk for reproducing
briefs are as follows:

(1) For furnishing three copies of a brief for each
party - $2.50 a page.

(2) Forrfurnishing coples of a brief in excess of
three for each party - $3.00 a copy. [See Schedule of Feés -
Supreme Court - attached to Supreme Coﬁrt Order No. 59, effec-
tive January 1, 1964]

(3) No feeé will be charged by the clerk where bfiefs
are reproduéed commercially, but the actual cost of the commer-
cial reproduction and ﬁhe cost of mailing the completed briefs
to the clerk at Juneau are to be reported by counsel to the

clerk as soon as known after mailing.
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2. Materials and Supplies.

(a) The masters to be used in the preparation of briefs
and petitions are designated as "ﬁultilith Duplimat Masters -
Series 5-3000". They are pre-printed with lines and numbers in
non-reproducing ink, and may be purchased from the Addressograph-
Multigraph Corporation, 1675 1/2 East Fifth Avenue, P.0. Box 1715,
Anchorage, Alaska, or at other offices of that company.

There may also be obtained from the Corporation multi-
lith duplimat typewriter ribbons, multilith erasers, and repro-
ducing and non-reproducing pencils. When ribbons are ordered
the typewriter specificationé, such as the make of typewriter
and whether it is electric or manual, should be given.

(b) Each commercial reproduction plant shall ascertain from
the clerk of the supreme court information as to the color of
cover stock and type of paper to be used, and style of reproduc-

tion. Sample briefs shall be furnished upon request.

3. Size and Style of Type.

When using standard machines in preparation of briefs
the type must be‘Pica, 11 or 12 points in height, 10 pitch (10
characters per inch) substantially similar to the type in tﬁese'
instructions. If pfoportional type is used, it shall be from

10 to 12 points in height, and similar in style to the type in



these instructions. The expand key shall not be used. 1If
doubt exists as to whether a given type will comply with these
instructions, a sample may be submitted to the clerk. [Supreme

Court Order No. 14]

4, Typing Masters.

(a) Typewriter Ribbon. If a typewriter is not equipped

with a carbon paper ribbon attachment, a Multilith Duplimat
ribbon must be used. This ribbon can also be used for regular
typing.

(b) Typing Pressure. If an electric typewriter is being

used, set the pressure gauge on the lightest setting possible
to still obtain a good image on all characters. IBM electric
typewriters are usually set on 1. A typist using a manual type-
writer should take care to use a light, even stroke on all keys.

(¢) Cleaning Typewriter Keys. The typewriter keys must be

thoroughly cleaned before typing on the Multilith master.

(d) Paper Guide Rollers. Earlier instructions required
that the paper guide rollers on the typewriter be placed and
kept at all times in the margin area. It has been found, how-
ever, that when this is done the center portion of the master
is not held firmly againsﬁ the typewriter platen. This causes
the typewriter keys to leave an impression slightly above or

below the typed line, and this shows up in duplication.

lpm



In order to avoid this, the rollers may be moved in
slightly toward the center of the master. But when this is done,
it is most important to clean the rollers thoroughly before
starting to type and then to clean them again every three or four
pages. If they are not kept entirely clean, a verticaltsmudge
will show up on the face of the duplicated copy.

(e) Left and Right Margins. The master will have a series

of numbers in non-reproducing ink at the top of the sheet for
typewriter margin settings. The left margin should be set at 12,
which is one (1) inch from the dotted vertical line on the left,
and the right margin should be set at 87, which is one (1) inch
from the dotted vertical line on the right.

(£) Top Margin. The master will also have a series of num-

bers in non-reproducing ink on the right and left hand sides of
the sheet. The first typed line at the top of the master (for
example, the title of the court) must begin at line Z.(whiéh is
approximately 2-1/8 inches belaﬁ the top edge of the méster)
and not above that point,

(g) Bottom Margin. Since the briefs will be reproduced on

letter size paper, stop typing at the end of line 57, which is
4-1/2 inches from the bottom edge of the master. Then place
the page number in the center of the page four spaces below on

line 61.
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(h) Double spacing. The lines on each page shall be double

spaced and the pages shall be numbered consecutively at the bot-
tom.

(i) Erasures. Erasures should be made with a Multilith
eraser only, removing only the surface of the image. A light
image will remain visible. Care should be taken not to remove
the surface of the master when making erasures.

(j) Uuse of Non-Reproducing Pencil, When proofreading, the

non-reproducing Multilith pencil may be used to make corrections
to be made by the typist. These marks need not be erased, be-

cause they will disappear when placed on the duplicating machine.

5, Handling and Mailing.

(a) Handling. Caré should be taken to handle the master
only in the margin areas, in order to avoid finger prints, smear-
ing, etc.

(b) Mailing. Do not bend or fold the masters. In prepar-
ing them for mailing, place cardboard on the front and back
before inserting the masters in an envelope. This will prevent
the masters from being folded or wrinkled when handled by post
office personnel. The envelope should be marked "Do Not Bend"

or "Do Not Fold".



Where briefs are reproduced commercially, they should
be wrapped and tied securely and mailed to the clerk at Juneau

by "Special Fourth Class Rate - Books'".



SUPREME COURT -

State of Alaska
Office of the Clerk
Pouch U, Capitol Bldg,

Juneau

January 22, 1970

INSTRUCTION FOR PREPARATION OF BRIEFS

In accordance with Supreme Court Order No., 14, as
reviéed on June 20, 1966, briefs may be reproduced either by
the clerk's office of by a commercial reproduction plant, In
either case; the instructions for the preparation of briefs

shall be followed as set out below,

1., General Information,

(a) Length of Briefs., Exclusive of appendices, the appel-
lant's and appellee's briefs may not exceed 50 numbered pages
each, and the appeilant's'reply brief,'gg pages. [Suﬁreme Court
Rule 11(a) (10)]

(b) Prqparétion of Briefs.,

(1) All briefs are to be typed on Multilith Duplimat
Masters.,

(2) Where briefs are to be reproduced by the clerk,

the Multilith Duplimat Masters may be sent directly to that




office, or filed in an office of a Justice and then sent immedi-

ately by counsel to the clerk at Juneau for reproduction and
‘service. v

(31 Where briefs are to be reproduced commercially,’
the clerk will advise counsel of the number of copies of the
brief fhét will be reqﬁifed. All copiés of the reproduced
brief are to be sent to the clerk at Juneau for filing and
ser§ice.

(é) Fees. The fees to be paid the clerk for reproducing
briefs are as follows: '

(1) For furnishing three copies of a brief for each
party - $2.50 a page. »

(2) For furnishing copies of a brief in excess of
three for each party - $3.00 a copy.' [See Schedule of Fees -
Supreme Court - attached to Supreme Court Order No, 59, effec-
tive January 1, 1964] -

(3) No fees will be charged by the clerk where briefs
are reproduced commercially., For record purposes the duplicat-
ing firm is requested to enclose a copy of their billing when

mailing the briefs to the clerk's office,

52




2, Materials and Supplies,

(a) The masters to be used in the preparation of briefs
and petitions are desighated as "Multilith Duplimat Masters -
Series 5-4000", They are pre-printed with lines aﬁd numbers in
non-reproduciig ink, and may be purchased ;rom the Addressograph-
Mﬁltigraph Corporation, 1675 1/2 East Fifth Avenue, P, O, Box 1715,
Anchorage, Alaska, or at other offices of that company.

There may also be obtained froﬁ the Corporation multi-
lith duplimat typewriter ribbons, multilith erasers, and repro-
ducing and non-reproducing pencils, When ribbons are ordered
the typewriter specifications,_such as the make of typewriter
ﬁnd Qhether it is electric or manual, should be given.

(b) Each commercial reproduqtion plant shall ascertain from
the clerk of the Subreme Court information as to the color of
cover stock and type of paper io be used, and style of reproduc-

tion, Sample briefs shall be furnished upon request,

3, Size and Style of Type.

When using standard machines in preparation of briefs
the type must be Pica,.1ll or 12 points in height, 10 pitch (10
characters pef inch) substantially similar to the type in these

instructions. If proportional type is used, it shall be from

10 to 12 points in height, and similar in style to the type in
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these instructions. The expand key shall not be used, If

doubt exists as to whether a given type will comply-with these
instructions, a sample may be submitted to the clerk. -téupreme

Court Order No. 14] &

4, Typing Masters.

(a) Typewriter Ribbon. If a typewriter is not equipped

with a carbon paper ribbon attachment, a Multilith Duplimat
ribbon or a T B M General Purpose ribbon must be used. This

ribbon can also be used for regular typing.

(b) Typing Pressure. If an electric typewriter .is being
used, set fhe.pressure gauge on the lightest settihg péssible
to still obtain a good image on all characters. IBM electric
typewriters are usually set on i. A typistAusing a manual type-
writer should take care to use a light, even stroke on all keys,

(c) Cleaniggujypgwriter Keys. The typewriter keys must be

thoroughly cleaned before typing on the Multilith master.

(d) Paper Guide Rollers., Earlier instructions required

that the paper guide rollers on the typewriter be placed and

kept at all times in the margin area. It has been found, how-

ever, that when this is done the center portion of the master

" is not held firmly against the typewriter platen, This causes

the typewriter keys to leave an impression slightly above or

. below the typed line, and this shows up..in duplication,




In order to avoid this, the rollers may be moved in

slightly toward the center of the master. But when this is done,
it is most important to clean the rollers thoroughly before
.starting to type and then to clean them again every three or four
pages., If tﬁey are not kept entirely clean, a vertical smudge

will show up on the face of the duplicated copy.

(e) Left and Right Margins., The master will have a series
of numbers iﬂ non-reproducing ink at the top of the sﬁeet for
_typewriter margin settings. The left margin should be set at 1z,
which is one (1) inch from the dotted vertical line on the left,
~and the right margin should be set at 87, which is one (1) inch
from the dotted vertical line -on the right,

(£) Top Margin. The master will 3159 have a series of num-
bers in non-reproducing ink on the right and left hand sideé of
the sheet, The first typed line at the top of the master (for
example, the title of the court) must begin at line 7 (which i§
approximately 2-1/8 inches below the top edge of the master)
and not above that point,

(g) Bottom Margin., Since the briefs will be reproduced on

letter size paper, stop typing at the end of line 57, which is
4-1/2 inches from the bottom edge of the master, Then place
the page number in the center of the page four spaces below on

line 61,




(h) Double Spacing. The lines on each page shall be double

space& and the pages shall be numbered consecutively at the bot-
tom,

(i) Erasures. Erasures should be maq? with a Multilith
éraser only, £emoving only the surface of the image. A light
image will remain visible, Care should be taken not to remove

the surface of the master when making erasures,

(j) Use of Non-Reproducing Pencil. When proofreading, the

non-reproducing Multilith pencil may be used to make corrections
to be made by the typist, These marks need not be erased, be-

cause they will disappear when placed on the duplicating machine,

5, Handling and Mailing.

(a) Handling. tCare shoﬁld be taken to handle the master
only in the margin areas, in order to avoid finger prints, smear-
ing, etc.

(b) Mailing., Do not bend or fold the masters. In prepar-
ing them for mailing, place cardboard on the front and back
before inserting the masters in an envelope., This will prevent
the masters from being folded or wrinkled when handled by post

office personnel, The envelope should be marked "Do Not Bend"

or '"Do Not Fold",. S




Be.adi

Where briefs are reproduced commercially, they should

be wrapped and tied securely and mailed to the clerk at Juneau

by "Special Fourth Class Rate - Books",
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Ssupreme ourt . S
State of Alusha : S

I " OFFICEOF THECLERK S

STATE CAPITOL DUILDING L RO A

POUCH U Lo . .
JUNEAU, ALASKA

JOSEPHINE M. MTPHETRES, cLEax i ) T 99801

June 1, 1971

MEMORANDEUM

10 All Members of the Alaska Bar Assocxatlon

FROM: Clerk, Supreme Court

SUBJECT: Revised Procedure for Duplication of Briefs

Attached is a copy of the Revised INSTRUCTIONS FOR
THE PREPARATION OF BRIEFS,

We have revised our procedures for the duplication of
briefs prepared under Supreme Court Rule 11 and of petitions for
review and memoronda prepared under Supreme Court Pules 22 and 29,

Hencefortih these documents will be tyne& on plain white
g 1/2" x 11" 20 1lb. bond paper, and the masters for dupllcatlon :
will be nade with new equipmeni in the Clerk's offlce. :

. This wxll reduce the cosﬁ to llthanus-by eliminating
the expense of masters. It will also result in a better finished
product, because usually it takes some little time for secre-
taries to becoms familiar with typing on Multilith masters.

This new procedure will be effective June 15, 1971,
or earlier if counsel wish to take advantage of it. However,
if upon receipt of the attacned instructions a brief has already
been started on masters, it may be supmitted in that form even
thOLgn the filing date may come after June 15.

{(Mrs.} JOSEPIHINE M. MCPHETRES
Clerk

- | : i &ulﬁilngifﬁﬁux, - -

By:
Chief Députy Clerk

uy



=7 THE SUPRE;;£COURT OF THE STATE OF AL:*RA
‘ | | ORDER NO. 14 '
) - Revision gf June 15, 1971.
éevisiné'Supreme Court

Order No. 14 and all .. '
amendments thereto. .

IT IS ORDERED: .
. . 4i

_.Supremé Court Order No. 14} together with all amendmégts,“ﬂ’
igvrevised'to read as follows: , ‘ _ : ' » ~:

(1)( A;l briefs prepared under»Supreme Court Rule 11. and
all petiﬁions for review and memoranda prepéred under shpfeme Cou:t'“
Rules 28 and 2§ shall be typed on 8 1/2" x 11" 20 1lb, plain white :
bond paper, in accordance with the attached INSTRUCTIONS FOR
PREPARATION OF BRIEF5; effective June 15, 1971.

, (23 Briefs, petitiékssfor review and meméranda_so filedl
will be placed on masters by an electrostatic proceés by the Clerk -
of the Supieme Court and will be duplicatéd and served byréhe Clerk..

{3) As.an alternati%e, parties may ha#e‘their briefs
duplicated commercially, in accordance with'the.directions in the
section of the attached INSTRUCTIONS FOR PREPARATION OF BRIEFS
entitled "ITI. COMMERCIAL PRINTING". ‘ ' h ’

Effecﬁive Béte: June 15, 1971,

DISTRIBUTION: ) ) ’ {(Mrs.) JOSEPHINE M. McCPHETRES
Clerk, Supreme Court
S/C Justs ' _
- Sup. C Jdgs . -

I-iags BY s N
Clks/Ct ' (64313157T&4&M1&Q1Lk,
All Members ABA- Chief Deputy Clerk

Law Librarian

Probate Masters )

Aém Dirx . :

Dept/Law

Leg Coun _

Pub/Def Agency : ) .-
Alaska Legal Services



SUPREME ZJOURT

State of Alaska
Office of the Clerk
Pouch U - Capitol Bldg.
Juneau, Alaska 99801 .

-

- INSTRUCTIONS FOR PREPARATION OF BRIEFS

(Effective June 15, 1971)

INDEX

General Irformation

_Preparation of Briefs for Duplication in the Clerk’s

Office

Commercial Piinting



IEESTlliUCTiONS FOR PIPEPARATION OF BRIEFS
in accorahﬂcn w;th Suprema Cour; Ordcr No. 14, as
.revised effective June 15, 1971, briefs prapured undex Supreme
Cour:t Rule 11 and petitions for revxew and momorawaa prepazred ,;:‘
under Supremé Court Rules 28 and 2% ma g bc rpproducem elthea Qg  j€ - i
the Clerk's office or by a comnﬁr01al xeprodacﬁzon plant. Ip-
‘either case, the 1neruc 1ons seg out below shall be folldaed

s

I. GENERAL INFORMATION.

(a) Length of Briefs. Exclusive'of appéndices, the

aapellanL s and appﬂllee s brle&s may not ewceed 50 numbersd pages
' each, and the appellant s reply brlef, 20 pages. " (Supreme Court
'Rule ll(a)(lO) ) o

(b ' Size and Stylp of Type, vhen using standard

" machines in prepaLatlon of DlleLS the Lypéamust be ?}ca, 11 or 12
points in height, 10 pz.tch (10 'ych‘a}‘r:eic;e’;: {-n (;“1;&;13‘7 ;ubsﬂcantzally
similar to the type in these instructions. If propor ional typs

is used, it shall be from 10 éo—lz point$~in héight,'aﬁé similar ;
in stYlg to the type in these instructions. The'gxpand key.s 11'
not be.used. If Goubt éxists as to whether a'given type will comply

y

‘with these instructions, a sample may be submiitted to the Cierk.

M
IX. PREPARATION O BRIEFS FOR DUPLICA'E.‘ION IN CLERK'S CFFICE.

I..J
3}
}-l
ot
b
[
»

(a) All briefs are to be typed on 20 ib. pi

"8 1/2" x 11" bond paper. An erasable bond paper of good quality

will bz suitable.



" ribbon.

should be ‘one inch each.

'should ke oﬁe 1nch each.

- immediately by rounsel to the Clerk at Juneau for preparation o

(b) Tvpéwriiter Ribhoq. If a »Ypeﬁlltér ig not

‘ equ«oped hluh a carbon rlbDOﬁ utnachment, use a well 1nned black

. .
HEY

{(c) Cleaning Typewritesr Ke?v The typcwriter keys hust; .

be thoroughly cleaned hefore typlng the brief.

.

- s
-
-

. {d) Paper Guide Rollexs. Tﬁe paper guxde follnrg ’

should be set in the margin areas. This avoxds_streaklng of the

type. Rollers shoula be Lepb thorou§hly'élean thfgughouﬁlﬁhe

 .yDzng c: the bxlef.

. ‘ a

(e)" Left and Right Margins s 'The‘left and right‘marginsA:T-u

(£) - Top and Bottom Margins. The top and bottom margins_‘“

f(g}’ Line Spacing = Pace Numbers. The lines on. each

pdage shall be doﬁble‘spaeed, The pages shall béAnumbereﬁ‘consecﬁ~ﬁ
tivel?rand centered at the bottom. V ‘ '

{(h} Erasures. If erasable bond is 1otvuéed ‘1; ig
better to use a corxectxon fluid or KO- REC”LYPL, or somethlng
s;mllar. If ergsuras are not perfgctly c;ean, thgy will appesar
on the phouographed masters. . | ' o

(i) Flllnq. When briefs are to be Leproduca& by the
Clerk's office, the typew;itten briefs may be sent directlv to

that office, or flled in an office of a Justice ana then sent

~

LY

-masters, reproduction and service.

(j3) Haliling to Cierk's Office. Do not bend or £old the

original typewritten brief. The envelopes should be marked "DO




- . . - B . PR

| KOT BIND OR FOLD". Folds or creases in the paper will reproduce

on the masters photographed by the Clerk's offige‘
(k} Fees. The fees to be paid thee Clerk's office for

- -

xepxoducxn bricfs are as follows:

{1) rox furnishing three copies of a briel for -
© 7 pach party - $2.50 a page : oy
(2) Yror furnishing cepies of a brief in cxeess of .
three foxr each party - $3.00 a copy. (Sce v
uchh&ulc of Fees -~ Supreme Court -~ attached to
Supremz Court Order ho. 59, effective Januaxry
1,-1964.) e N s

III. COMERCIAL PRINTING. e ’ } .

{a)}'If‘your éommercial printer doesAusé'an'electqstaticia
I ?roeess for prépéraﬁion of masters, féllow proceduras ﬁndeéull -
"Preparation of Bflefs for Dupllcatlon 1n Cle;h 5 O fice"
{b} If yourrcommer01al prlnter does not use tﬁe,eléctro;A¥i
static process, follow these instructions to preéare mastars for‘
duplic tion: . : V

(1) Tvpewriter Ribbon. If a typéﬁ#iter is not

eqmupned vith a carbon ribbon attachment, a Multilith Duplimat
~ ribbon or a IBM Gepe:al Purpose ribbon must be used. This ribbon
can also be used for regular typing.

(2} Typing Pressure. If an electric typewriter is

being used, set the pressure gauge on the lightest éettin;_possible
to still obtain a good image on all characters. IBM electric type— .
writers are usually set on 1. A typist using a manual typewriter
should teke care to use a light, even stroke on allhkeys.

-

(3) Cleaning Typewritex XKevs. The typewriter keys

—
H1 ™Y

s be thoroughly cleaned zefore typing on the Multilith master,



)

" right margin hould be set at 87, whlch is one inch from the do Lted é

vertlca; line on the rlqht.

o el eelvy — o - —oze Ay e e A R 08 o e 14 2 o Ay o 2

» . /\‘. o - -

» - . .! N . i’ } - . EE . - .
PO e e - - . i e
g (4) Lef: and Right Margins. The master will have

a series of nurbers in nonveproducing ink at the top of the sheet
for margin settinos. "The left margin ‘should be set at 12, wnlch

is one inch f£0ﬂ the dotted ver tlcal ‘line on thia left, and: Lhi

B

{5) Top Margin. Begln typln on line 7 as indicatea

in the vertica? nunuelzng on the master. ‘_” J_fl L -

er

”(6) Bottovaarqln. End text of byplna on line 57,
then centex page number on llne ol.b' B '"‘“ PR B

(7) Double Spacing. The lines on each pagé shall

be double spaced, and all pages numbered consecu 1vely at center

bottgm.' R  '{

*

(8) Erasures. Erasures should be made with a

Multilith eraser only, remcving only the surface of the image. A

light image will remain visible. Care shogid be taken not to

remove. the surface of the master when making erasures:

(9) Use of Monreproducing Pencil.  When prooefread-
ing nachru, a nonrcprodusing anLll may be used to mark correciions
to be mada on the master. These need not be erascd as they will

disappear in the duplicating process.

{10) ‘Signatures or Drawings. These should be done

with either a re odu01ng pe1 or 0enc1;.
(l Handling. Care should be taken to handle the

master only in the margin areas to avoid fingerprints, smearing, etc.

(¢} Filing of Masters. Masters must be filed in an

office of a Justice.prior to duplication.

s —t-



(d) nailing. All briefs, petitions for review and
memoranda duplicated commercially shall be mailcd to the Clerk's
oifice in Juneau for dlS tribution and seXV1ce. R L

(e) Feas. ho fees will be caargpd by the Clgrk'v offlce

S

where briefs are repr oduced commerCLally.

IV. EFFECTIVE DALE.

This new proceaure :or oveparatloﬁ of brlefs 15 effectzve
June 15, 19?3..~ Howevexr, counsel ma} chooae, if he w;shea, to start
the new proceaule pr10~ to thaL date.' If upcn rece pt of these

- instructions a brlef has already been started on masters uccordlng

to past practlce, it nay be suomltted 1n tha form even though it -

15 not cowaleted and fmled untlL after June 15.




THE SUPREME COURT OF THE STATE OF ALASKA

ORDER NO. 14

- Revigsion of Novémber 15, 1376

Concerning the preparation

of briefs for duplication

and repealing and re-enacting
Supreme Court Order No. 14

as revised December 27, 1960;
May 2, 1962; June 20, 1966;
June 15, 1971; and November 15,
1975.

IT IS ORDERED:

~

Supreme Court Order No. 14 as revised December 27, 1960;:

May 2, 1962; June 20, 1966; June 15, 1971; and November 15, 1975, is

repealed and re-enacted to read as follows:

All briefs prepared under Appellate Rule 11 shall be

prepared in accordance with the INSTRUCTIONS FOR PREPARATION OF

BRIEFS, effective November 15, 1975.

The briefs may be reproduced in the office of the

Supreme Court Clerk or by a commercial reproduction plunt:

DATED: November 15, 1976.

EFFECTIVE DATE: November 15, 1976.

CLERK OF SUPREME COURT

o s, Z2

;.4
Donna Spfagg bBegues &7

DISTRIBUTION:

§/C Justices
Sup/Ct Judges
Dist/Judges
Magistrates
Mag/Supr
Clks/Ct

Law Librarian
Probate Masters
Adm/Dir

All Members ABA
Gov

Dep/Law
Legs/Affrs

Pub Def Agency
Dep/Pub Safety
Alaska Legal Serv




SUPREME COURT

State of Alaska
Office of the Clerk
Pouch U - Court Bldg.
Juneau, Alaska 99811

INSTRUCTIONS FOR PREPARATION OF BRIEFS

Effective November 15, 1975

INDEX

I. General Information

II. Preparation of Briefs for Duplication in
the Clerk's Office or Commercial Printer



C s

INSTRUCTIONS FOR PREPARATION OF BRIEFS

In accordance with Supreme Court Order No. 14,
briefs prepared under Appellate Rule 11 may be reproduced
by the Clerk's Office or by a commercial reproduction plant.

In either case, the instructions set out below shall be followed.

1. GENERAL INFORMATION.

(a) Length of Briefs. Exclusive of appendices, the

appellant’'s and appellee's briefs may not exceed 50 numbered
pages each, and the appellant's reply brief may not exceed
20 numbered pages. [Appellate Rule 11(b) (4)] Appendices to

briefs must be separately numbered in sequence.

(b) £ize and Style of Type. When using standard
machines in preparation of briefs the type must be Pica, 11
or 12 points in height, 10 pitch (10 characters per inch)
substantially similar to the type in these instructions. If
proportional type is used, it shall be from 10 to 12 points
in height, and similar in style to the type in these instructions.
The expand key shall not be used. If doubt exists as to
whether a given type will comply with these instructions, a

sample may be submitted to the Clerk.



x,

¥I. PREPARATION OF BRIEFS FOR DUPLICATION IN
CLERK'S OFFICE OR BY COMMERCIAL PRINTER.

(a) All briefs are to be typed on 20 1lb. plain
white 8 1/2" x 11" paper. Xerox, duplicating or any similar

type paper is preferable. Do not use an erasable bond paper.

(b) Typewriter Ribbon. If a typewriter is not

equipped with a carbon ribbon attachment, use a well-inked
black ribbon.

(c) Cleaning Typewriter Keys. The typewriter keys

must be thoroughly cleaned before typing the brief.

(d) Paper Guide Rollers. The paper guide rollers

should be set in the margin areas. This avoids streaking of
the type. Rollers should be kept thoroughly clean throughout
the typing of the brief.

(e) Left and Right Margins. The left and right

margins should be one inch each.

(f) Top and Bottom Margins. The top and bottom margins

should be one inch each.

(g) Line Spacing - Page Numbers. The lines on each

page shall be double spaced. The pages shall be numbered
consecutively and centered at the bottom.
(h) Erasures. If corrections are made, use a correction
fluid or KO-REC-TYPE, or something similar. If erasures are
not perfectly clean, they will appear on the photographed masters.
(i) Filing. When briefs are to be reproduced by the
Clerk's Office, the typewritten briefs may be sent directly to
that office, or filed in an office of a Justice for mailing to

the Clerk's Office.



e (

(3 Mailing.to Clerk's Office. Do not bend or fold

the original typewritten brief. The envelopes should be marked
“po NOT BEND OR FOLD". Folds or creases in the paper will
reproduce on the masters photographed by the Clerk's Office.

(k) Fees. The fees to be paid the Clerk's Office
for reproducing briefs are as follows:

(1) $5.00 a page. This fee covers
the cost of three copies for
each party plus a regular distri-
bution of 27 copies to justices,
judges, libraries and files.

(2) $3.00 for each extra copy in
excess of three furnished to
parties in the case. (See
Schedule of Fees - Supreme Court -
Annex to Supreme Court Order NHo. 59,
Revised 7/1/74)



THE SUPREME COURT OF THE STATE OF ALASKA

ORDER NO. 14

Revision of September 30, 1977
Concerning the preparation

of briefs for duplication and
repealing and re-enacting
‘Supreme Court Order No. 14 as
revised December 27, 1960;

May 2, 1962; June 20, 1966;
June 15, 1971 and October

20, 1975.

IT IS ORDERED: .

Supreme Court Order No. 14 as revised December 27, 1960;
May 2, 1962; June 20, 1966; June 15, 1971 and October 20, 1975
is repealed and re-enacted to read as follows:

Briefs prepared under Appellate Rule 1l{a)(3) shall
be prepared in accordance with the attached INSTRUCTIONS FOR
PREPARATION OF BRIEFS, effective September 30, 1977.

DATED August 31, 1877.

EFFECTIVE DATE: September 30, 1977

CLERK OF SUPREME COURT

:4‘_%64,,./

Donna SprAgg PEEGES

DISTRIBUTION:

S/C Justices
Sup/Ct Judges
Dist/Judges
Magistrates
Mag/supr
Clks/Ct

Law Librarian
Probate Masters
Adm/Dir

All Members ABA
Gov

Dep/Law
Legs/Affrs

Pub Def Agency
pep/Pub Safety
Alaska Legal Serv
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Stute of Alashx

POUCH U, QARIRMENRULPING
' JUNEAU. ALASKA
B

OFFICE OF THE CLERK 99811

NOTICE TO COUNSEL CONCERNING THE
DUPLICATION AND SERVICE OF BRIEFS

Effective September 30, 1977, the Supreme Court
Clerk's Office will be responsible for the duplication of
the follow1ng briefs on appeal:

1. Briefs filed by the Department of Law
{(civil and criminal).

2. Briefs fiied by the Public Defender Agency
' or by court-appointed attorneys in crlmlnal
cases.

3. Briefs filed in appeals at publlc expense
under Appellate Rule 35.

The duplication of other briefs will be discontinued
.as +o all briefs due after September 30, 1977. Those briefs
‘are to be duplicated by commercial printer or other suitable
‘process which meets the requirements of Appellate Rules 11
and 12 as amended effective September 30, 1977 (Supreme Court
Order No. 14).

The Supreme Court is discontinuing the printing
of private briefs for the following reasons:

: 1. The lncrease in the number of filings of briefs
has encumbered our public printing facilities to such a degree
‘that the flow of cases through the Court is being substantially
delayed. :



2. Private printing establishments are now
capable of handling the printing of briefs for this Court
at a lower cost than currently established by Court rule.

3. X¥erox and other duplicating methods are
widely available and have been vastly improved in the years
since the Clerk's Office first undertoock brief duplication
for parties to appeals.

Under the revised system, a single copy of a brief
shall be filed with the Clerk's Office on or before the date
due. It will be formally filed in and reviewed for compli-
ance with the Rules and returned to counsel for duplication
and binding as prescribed in Appellate Rule 12, as amended.
At the time the single copy is originally filed, the brief
will also be served on the other parties so that briefing
may go forward. - Subsequently, the parties will also serve
printed or duplicated copies. ‘

The revised methods of brief duplication should

lead to substantial savings of time and money to both Court
and counsel.

The amendment . to Appellate Rule 1ll(a) also eliminates

the provision requiring service by the Clerk when more than
four parties are involved in an appeal.

CLERK OF SUPREME COURT '

Ty

Donna S¥ragg PEgides




n,.;’guprm
State of Alusha

POUCH U, XEHRICHHXMN0S
JUNEAU. ALASKA
bt L
'OFFICE OF THE CLERK 99811

June 30, 1977
TO: All Recipients of Supreme Court Orders
FROM: Clerk, Supreme Court
SUBJECT: Supreme Court Order No. 281
Order No. 281 is not being mailed to recipients
of Supreme Court Orders, since it does not amend the rules.

This order establishes the Alaska Judicial Planning Com- .
mittee and Appointing Members of the Committee.

. CLERK OF SUPREME COURT g‘/
Q&w%‘ﬁ = v
O/

Donna Spradg Peg&ed$/



SUPREME COURT

~ State of Alaska
- Office of the Clerk
Pouch U - Court Bldg.
Juneau, Alaska 99811

INSTRUCTIONS FOR PREPARATION OF BRIEFS
OF STATE AND AT PUBLIC EXPENSE

Effective September 30, 1977
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INSTRUCTIONS FOR PREPARATION OF BRIEFS

(1) size and Style of Type. When using stahdard

machines‘in preparation of briefs the type must be Pica, 11
or 12 points in height,“lo pitch flO characters per inch)
substantialy similar to the type in these instrpctions. If
proportional ﬁype is ﬁsed; it shall be’from 10 to 12 points
in height, and §imilar in style to‘thevtype in these in-
structions. TheAexpand key shall not be used. |
(2) All briefs are to be typed on 20 1lb. plain white

8 1/2“ x 11" paper. Xerox, duplicating or any similar type

paper is preferable. Do not use an erasable bond paper.

(3) Typewritér Ribbon. If a typéwriter is not equipped

with a carbon ribbon.attachment, use a well-inked black
ribbon.

(4) Cleaning Typewfiter Keys. The typewriter keys

must be thoroughly cleaned before typing the brief.

(5) Paper'Guide'Rolle:s. The paper guide rollers'
should be set in the maréin areas. This avoids streaking of
the type. Rollers should be kept thoroughly clean through-
out the typing of'the‘brief.

(6) Mérgins. The left and right margins as well as

the top and bottom margins shall be one inch each.

(7) Line Spacing - Page Numbers. The lines of text on
each page shall be double spaced. The pages shall be numbered
consecutively and centered at the bottom. Appendices shall

be separately numbered.



{(g) Erasures. If cOrrectioﬁs are made, use a correction
fluid or KO-REC-TYPE, or something similar. If erasures are
not perfectly clean, they'will aﬁpear on the photographed

masters.

(9) - Mailing to Clerk's Office. Do not bend or fold

the original typewritten brief. The envelopes should be
marked "DO NOT BEND OR FOLD". Folds or creases in the paper

will reproduce.



