
AppliedKeyboarding:Keyboardingamachineliketypewriterorcomputertoprocessdatainto

mailableform forfuturereference.Inanofficeyouwillcomeacrossseven(7)differentsizesof

paperandtheyarereferredtoasA-series.Theseinclude

PaperSize Uses

A4 Longlettersandreports

A5 Interdepartmentalcorrespondence,short

memos,personalcorrespondenceandshort

businessletters.

A6 Indexcards,postcardsandmemos

A7 Indexcards,labelsanddockets

Fcp(foolscap) Medium letters

4to(quarto) Longdocumentsandlegalwork

6mo(sixmo) Correspondence

8vo(octavo) Shortmessages

Internationalpapersizesarebasedonrectangularshape,whendivideditgivestothesamesize

orwhatwenormallyhave.ThelargestsizeisA0,halfofitisA1whichis420mm ×594mm used

forstructuraldrawings,estateandbuildingsketching.HalfofA1isA2andsoon.Weuse

differentpapersizessoastoCommunicateinformationrightly,thereforelargewrite-upson

largepapersizeswhilesmallpapersonsmallwrite-ups.

VerticalTypingLineSpaces6singleverticallines=1"(25mm)

Papersize Portrait Landscape

A4 70 50

A5 50 35

A6 35 25

A7 25 17

Foolscap 78 48

Quarto 48 39

Sixmo 60 48

Octavo 48 30




