
Typesetting Review Guidelines 
 
 
In the typesetting review stage, the translation team is being asked to make sure that the 

manuscript that was submitted via the intake form has been typeset correctly.  

ACA’s publications follow a standard typographic and layout format to ensure consistency 

among all publications regardless of language. However, in order to accommodate local 

language and typographic standards, a certain amount of localization typography adjustment 

is considered in this stage e.g. for typeface, type size, leading, hyphenation etc.  

 

During the typesetting stage, errors such as missing text, incorrectly added text and glaring 

items might occur that need to be picked up by those doing the review at this stage. 

However, most of the items are likely to be minor errors related to formatting. 

 

N.B. In the typesetting stage we do not accept content changes to the manuscript 

submitted. All content proofreading needs to be carried out in the translation stage, prior to 

submitting for the pre-press stage. Edits related to content changes such as the actual 

translation of the text are to be saved in a separate document for subsequent editions. 

 

The typesetting review stage is limited to three rounds of revisions for all publications. The 

typesetting review of the ACA Fellowship Text (BRB) is divided into two parts. For the ACA 

Fellowship Text, the first part includes the entire book minus the index. Once this part is 

approved the translation team will move on to the indexing phase where no changes are 

accepted for the publication that needs to be locked down for the purpose of the indexing 

work.  

During the typesetting review stage, we ask that you promptly confirm receipt of email 

communications. This enables us to effectively coordinate all stakeholders, including external 

designers. We understand that certain decisions may require internal discussion; however, at 

a minimum, we require confirmation that the email has been received. 

 

The following pages outlines what the translation team is being asked to review.  
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1.​ Missing translation​
 

a.​ Missing translation is marked in magenta as per below  
 
 

 
 
 
 
 
 

b.​ Copyright page. All text that may be translated is marked in magenta 
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2.​ Incorrect text ​
 

a.​ Text that was not in the manuscript incorrectly appears in the draft-pdf 
 

 
 
 
 
 
 

c.​ Text from the submitted manuscript is missing in the draft-pdf 
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3.​ Typesetting errors ​
​
a. Shares are not in italic 
 

​
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b. Headings and subheadings not in bold​
​

 
 

d.​ Incorrect Justification & Indents 
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e.​ Incorrect Spaces 
 

 
 
 
 
 

f.​ Incorrect Paragraph breaks & Line breaks 
​

 

f. Incorrect typeface 
 

 
​
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Examples of what to save for subsequent editions  
A.​ Content Changes 

 

 
 
 
 
 
 
Examples of Layout & Typographic standards 

A.​ Example from BRB below indicates layout standards such as section 
markers, running headers and chapter markers 
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