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Dear Author, 
 
As proofs are only read by you, they should be checked very carefully.  Typesetting/conversion 
errors only should be corrected in the enriched Word proofing file(s). Make your changes directly 
in the Word file text. Note that corrections should never be made in comments; comments should 
be used for remarks/explanations only. The PDF proof is locked for editing and has been provided 
for information only. 
 
Always mark your corrections in English. The typographic style in which the proofs are laid out has 
been standardised and cannot be adjusted in any way. It is Brill’s responsibility to make sure the 
style is faithfully adhered to by the typesetters. It need therefore not be checked by you. 

 
As the files of your book have been converted, you should pay attention to the following: 
 

1. The text should be checked for completeness. 

2. Any non-English word breaks at the end of lines (‘hyphenation’) should always be checked. 
Please note that for English the American-English word-break system is applied, unless you 
informed Brill that the British-English system should be followed.  

Please note that hyphenation should be checked and marked in the PDF file of the 
second proofs.  

3. Running headlines at the top of each page should be checked (these may have been 
shortened). Please note that this should be checked in the PDF file provided.  

4. Footnotes: please pay close attention to the positioning of footnotes — are they on the 
correct page? Also check the footnote numbering; it is rare for this to go wrong, but it does 
happen.  

5. All captions accompanying illustrations, diagrams and maps should be read word-for-word. 
Also, redrawn illustrations, diagrams and maps should be checked and any text read word-
for-word. 

6. Special attention should be given to proofreading non-Latin scripts and transliterations: 
these should be proofread character-for-character. Word order in Hebrew, Arabic and 
Syriac must always be checked.  

7. Illustrations: please check if crops, positioning and orientation are as they should be.  

8. Cross-references (to page numbers, chapter numbers, etc.) should be inserted where 
necessary and cross-references to footnotes checked if the footnote numbering has been 
adjusted (i.e. from consecutive to numbering per chapter). Please note that this should be 
checked in the PDF file provided.  

9. Hyperlinks should be checked to see if URLs are still valid; hyperlinks in the PDF file should 
be active. 

Please note that the text will be printed as typeset, and as corrected by the author, but that the 
quality of the photographic reproduction of any illustrations in the proofs (these are usually low 
resolution) are not indicative of the printed quality. 
 
Note to the monograph author and volume editor: Please base your index (lemmata and 
corresponding proof page numbers) on this set of proofs, unless a different arrangement was made 
or different instructions provided. Please consult the indexing documents provided with the proofs. 


