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WhatsissasForm?s

QuestionnairesbMsocialMsecurityMformsbMpollingMslipsbMwarrantyMcardsMareMallMdifferentMtypesMofM
formmusedMtoMcollectMdifferentMtypesMofMinformationdM

”owMdoMformsMdifferMfromMotherMtypesMofMdocumentsuM

gdM wMformMalwaysMhasMaMsetMnumberMofMfieldsM

hdM –achMfieldMmayMcontainMonlyMaMcertainMtypeMofMinformationbMedgdMaMOLastM
NameOMfieldMcontainsMonlyMlastMnamesMUifMcompletedMcorrectlyVMandMaMOzateOMfieldM
containsMonlyMdatesdM

’ormsMareMusedMwhenMinformationMmustMbeMgatheredMfromMaMlargeMnumberMofMrespondentsdM
ManualMinformationMgatheringMis MaMlongMandMtiresomeMprocessMwhereMtyposMandMerrorsMareM
almostMinevitablebMandMmachine–readableMformsMareMusedMtoMautomateMthisMprocessdMM

wutomatedMformsMprocessingMconsistsMofMtheMfollowingMstagespM

gdM SettingMupMtheMform–processingMapplicationMUcreatingMaMtemplateMandM
specifyingMtheMfieldsMtoMbeMrecognizedVdM

hdM wcquiringMformMimagesMUscanningVdM

idM ProcessingM theM formM imagesM UrecognizingM theM imagesM andM validatingM
theMextractedMdataVdM

jdM –xportingMtheMextractedMdataMtoManMexternalMinformationMsystemdM

wutomatedM formsM processingM isM mostM effectiveM onM formsM thatM meetM certainM requirementsM
whichMareMdiscussedMinMthisMchapterdM
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Machine–ReadablesFormss

ToMbeMableMtoMreadMinformationMonMtheMformsbMaMform–processingMapplicationMmustMdoMtheMfollowingpM
gdM zetermineMtheMlocationMofMformMelementsdM
hdM SeparateMfieldMcontentsMfromMfieldMbordersbMtextMmarkingbMbackgroundsbMexplanatoryMtextbMetcdM

Machine–readableMformsMenableMtheMprogramMtoMcarryMoutMtheseMtasksdM
InMorderMforMtheMfirstMtaskMtoMbeMcarriedMoutMsuccessfullybMthemformsmmustmcorrespondmtomthemformmpatternmormtemplatebmidedMtheM
locationMofMallMformMelementsMmustMbeMidenticalMonMallMformsMofMtheMsameMtypedM
InMorderMforMtheMsecondMtaskMtoMbeMcarriedMoutMsuccessfullybMthemformsmmustmbemdesignedmwithmautomatedminputminmmindbMidedMsoM
thatMtheMprogramMcanMeasilyMdistinguishMbetweenMtheMdataMtoMbeMcapturedMandMsuchMnon–recognizableMformMelementsMasMfieldMbordersbM
textMmarkingbMbackgroundsbMorMexplanatoryMtextdM

FormrCompletionrMethodsr
wMformMmayMbeMcompletedMinMoneMofMtheMfollowingMwayspM

  byQhandQ

  usingQaQdot–matrixQprinterQ

  usingQaQtypewriterQ

  atQaQprintingQshopQehereQbelongQalsoQformsQcompletedQusingQinkjetQorQlaserQprintersQwithQaQresolutionQofQ
noQlessQthanQpmmQdpifQ

  usingQaQcombinationQofQtheQaboveQ

ElementsrofrMachine–ReadablerFormsr
TheMfollowingMelementsMmayMbeMpresentMonMaMformpM

Textr
TextmisManMelementMofMaMmachine–readableMformMthatMcontainsMdescriptiveMtextpMformMtitlebMfieldMnamesbMexplanationsbMetcdM

EntryrFieldr
wnMentrymfieldmisManMelementMofMaMmachine–readableMformMintoMwhichMtextMisMenteredMbyMtheMpersonMwhoMcompletesMtheMformdMToMfacilic
tateMtextMentrybMentryMfieldsMmayMcontainMspecialMtextMmarkingdM–ntryMfieldsMareMusuallyMaccompaniedMbyMtextMthatMdescribesMorMexplainsMtheM
natureMofMtheMdataMtoMbeMentereddM

M
Possiblemtextmmarkingmtypesmaremlistedminmthemtablembelow”m

TextMoverMaMLineM TextMisMenteredMoverMaMlinedM

M
LettersMinM’ramesM LettersMareMenteredMintoMconjoinedMframesdM

M M
LettersMinMSeparateM’ramesM LettersMareMenteredMintoMisolatedMframesdM

M M
LettersMonMaMyombM LettersMareMenteredMoverMaMcombdM

M M
TextMinMaM’rameM TextMisMenteredMinMaMframedM

M M
TextMinMaM’rameMwithMaMyombM TextMisMenteredMinMaMframeMwithMaMcombdM

M M
Q
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CheckmarkrFieldr
wmcheckmarkmfieldmisManMelementMofMaMmachine–readableMformMUusuallyMaMsquareMthatMisMcalledMaMOcheckMboxOVMinMwhichMaMmarkMshouldM
beMmadeMbyMtheMpersonMwhoMcompletesMtheMformdM
wMcheckmarkMfieldMusuallyMhasManMaccompanyingMtextMwhichMexplainsMtheMuseMofMtheMcheckmarkdM

M
Possiblemshapesmofmcheckmarkmfieldsmaremshownminmthemtablembelow”m

Squarem Circlem Underlinem

m m m

OtherMshapesMareMalsoMpossiblebMedgdMpolygonsbMovalsbMetcdMM

CheckmarkrGroupr
wMcheckmarkmgroupmisManMelementMofMaMmachine–readableMformMthatMunitesMseveralMcheckmarkMfieldsMofMwhichMonlyMoneMmustMbeM
checkeddMyheckmarkMgroupsMareMusuallyMaccompaniedMbyMexplanatoryMtextMthatMexplainsMtheMnatureMofMtheMchoiceMtoMbeMmadeM

M

ReferencerMarkr
wMreferencemmarkmisManMelementMofMaMmachine–readableMformMthatMisMusedMtoMfacilitateMtheMmatchingMofMformMimagesMwithMtemplatesM
andMtoMdetermineMtheMorientationMofMformsMduringMautomatedMprocessingdM
xeforeMtheMprogramMcanMstartMrecognizingMtheMcontentsMofMtheMformbMitMmustMmatchMtheMformMwithMitsMtemplatedMwllMmachine–readableM
formsMofMtheMsameMtypeMmustMconformMtoMoneMtemplatebMidedMtheMlocationMofMallMformMelementsMmustMbeMexactlyMtheMsameMonMallMformsdMTheM
programMwillMattemptMtoMmatchMtheMformMwithMitsMtemplateMrelyingMonMtheMnumberMandMlocationMofMtheMreferenceMmarksMonMtheMformdMIfM
theMprogramMmanagesMtoMmatchMtheMreferenceMmarksMonMtheMformMwithMtheMreferenceMmarksMonMtheMtemplatebMitMwillMknowMexactlyMwhereM
toMlookMforMfieldsMcontainingMdataMtoMbeMrecognizeddM
Standardmreferencemmarksmaremlistedminmthemtablembelow”m

BlackmSquarem Cornerm Crossm TimingmMarkm

m m m  

’orMbestMrecognitionMresultsbMitMisMadvisableMtoMhaveMstandardMreferenceMmarksMonMtheMformbMbutMinMsomeMcasesMlineMseparatorsbMexplanatoryM
textMorMbarcodesMcanMalsoMbeMusedMasMreferenceMmarksdM”oweverbMstandardMreferenceMmarksMareMmoreMreliableMandMshouldMalwaysMbeMyourM
firstMchoicedMM

LinerSeparatorr
wMlinemseparatormisManMelementMofMaMmachine–readableMformMinMtheMshapeMofMaMverticalMorMhorizontalMblackMlinedM
LineMseparatorsMareMusedMforMpartitioningMformsMintoMseveralMlogicalMsegmentsdM

FormrIdentifierr
wmformmidentifiermisManMelementMofMaMmachine–readableMformMthatMisMusedMforMselectingMtheMrightMtemplateMifMseveralMtemplatesMhaveMtheM
sameMarrangementMofMreferenceMmarksdM
WeMrecommendMusingMbarcodesMasMformMidentifiersdM
wMbarcodeMisMaMsetMofMverticalMblackMandMwhiteMlinesMofMdifferingMwidthsMusedMforMencodingMinformationdM

M
SomeMotherMelementsMonMtheMformMcanMalsoMbeMusedMasMformMidentifiersdM

Picturer
wMpicturemisManMelementMofMaMmachine–readableMformMthatMshouldMnotMbeMrecognizedMandMshouldMbeMexportedMasManMimageMfiledM
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’orMexamplebMtheMpartMofMtheMformMwhereMaMstampMorMsignatureMshouldMbeMputMisMaMpicturedM

Tabler
wMtableMcontainsMcolumnsMwithMsamectypeMelementsdMM
TableMcolumnsMcanMcontainMelementsMofMtheMfollowingMtypespM

  textxQ

  entryQfieldxQ

  datexQ

  numberxQ

  checkmarkkQ
wMtableMcanMcontainMaMlineMwithMcolumnMheadersdM

Grouprofrelementsr
GroupmofmelementsM–ManMelementMofMaMmachinecreadableMformMthatMservesMtoMcombineMseveralMlogicallyMlinkedMelementsMinMaMgroupdM
M
M
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TypessofsMachine–ReadablesFormss

Machine–readableMformsMaremdesignedmwithmautomatedminputminmmindbmidedMtheMprogramMshouldMbeMableMtoMeasilyMdistinguishMbec
tweenMtheMdataMtoMbeMcapturedMandMtheMnon–recognizableMformMelementsbMsuchMasMfieldMbordersbMtextMmarkingbMbackgroundsbMorMexplanac
toryMtextdM

ThisMcanMbeMachievedMinMoneMofMtwoMwayspM

gdM TheMformMmustMbeMdesignedMinMsuchMaMwayMasMtoMmakeMtheMfieldMbordersbMbackgroundMandMtextMmarkingMdisappearMafterMscanc
ningbMorM

hdM TheMformMmustMbeMdesignedMinMsuchMaMwayMasMtoMmakeMtheMfieldMbordersbMbackgroundMandMtextMmarkingMstandMoutMclearlyMafterM
scanningdM

IfMtheMfirstMapproachMisMusedbMonlyMtheMreferenceMmarksbMexplanatoryMtextbMandMenteredMdataMwillMremainMonMtheMformMafterMscanningdMwsMaM
resultbMtheMprogramMwillMnotMhaveMtoMseparateMtheMdataMfromMformMelementsbMwhichMwillMmakeMrecognitionMmoreMeasyMandMreliabledM

InMthisMcasebMtheMfollowingMtypesMofMformsMareMusedpMcolorMdropoutMformsbMblack–and–whiteMformsMwithMrasterMbackgroundsbMblack–and–
whiteMformsMwithMrasterMbordersbMandMblack–and–whiteMlinearMformsdM

IfMtheMsecondMapproachMisMusedbMtheMreferenceMmarksbMexplanatoryMtextbMenteredMdatabMasMwellMasMtextMmarkingMandMfieldMbordersMwillMrec
mainMonMtheMformMafterMscanningdMTheMprogramMwillMlookMforMinformationMthatMisMsurroundedMbyMfieldMbordersMandMtextMmarkingdMwnMabc
senceMofMtheseMformMelementsMwillMhaveManMadverseMeffectMonMtheMqualityMofMrecognitiondM
InMthisMcasebMblack–and–whitemlinearmformsmareMuseddM

DropoutrFormsr
zropoutMformsMhaveMaMlightMcolorMbackgroundMwithMwhiteMrectanglesMservingMasMcharacterMcellsbMcheckmarkMfieldsbMetcdM

’orMexamplebMgrayMdrop–outMformsdMTheirMbackgroundMisMgraydM

yolorMdrop–outMformsMincludeMformsMonMwhichMonlyMelementMbordersMareMcoloreddM

wMcharacterMcellMisMaMsmallMrectangleMintoMwhichMonlyMoneMcharacterMshouldMbeMenteredMUedgdMaMletterMorMaMdigitVdMTheMcolorMofMtheMbackc
groundMisMveryMimportantMbecauseMitMmustMdisappearMduringMscanningdMTheMbackgroundMisMusuallyMlightMred–orangeMorMgreendM’orMtheMlistM
ofMrecommendedMcolorsbMseeMinM“RecommendedmColorsmformDropoutmForms”dM

IdeallybMallMformMelementsbMwithMtheMexceptionMofMtheMreferenceMmarksbMshouldMdisappearM
duringMscanningbMleavingMonlyMtheMfieldMcontentsMtoMbeMrecognizedMonMtheMformMimagedM
–xplanatoryMtextMcanMbeMeitherMretainedMUifMprintedMinMblackVMorMfilteredMoutMtogetherM
withMtheMbackgrounddM’orMexplanatoryMtextMtoMdisappearMduringMscanningbMitMmustMbeM
printedMinMtheMsameMcolorMasMtheMform’sMbackgroundMbutMwithMgreaterMsaturationdM

WhenMdecidingMwhetherMtoMprintMexplanatoryMtextMinMblackMorMinMbackgroundMcolorbMtheM
followingMshouldMbeMtakenMintoMaccountpM

  TheQsizeQofQtheQimageQfileQwillQbeQlargerQifQtheQexplanatoryQtextQisQretainedkQ

  ThereQshouldQbeQatQleastQnkr–oQmmQofQspaceQbetweenQtheQexplanatoryQtextQ
printedQinQblackQandQotherQelementsQonQtheQformkQTheQgapQbetweenQtheQexj
planatoryQtextQandQtheQcorrespondingQcheckmarkQfieldQmustQnotQbeQlessQthanQ
olpQofQtheQsizeQofQtheQcheckmarkQfieldkQIfQtheQexplanatoryQtextQisQprintedQinQ
backgroundQcoloriQspacesQbetweenQtheQtextQandQotherQformQelementsQareQnotQsoQ
crucialkQ

’ormsMwithMexplanatoryMtextMprintedMinMblackMareMmoreMlegibledMWeMrecommendMprintc
ingMexplanatoryMtextMinMblackMespeciallyMifMthereMareMnoMreferenceMmarksMonMtheMformdM
M

MTipmWhenMcreatingMaMtemplateMforMaMformMwithMexplanatoryMtextMprintedMinMbackc
groundMcolorbMbeMsureMtoMscanMtheMformMinMcolorMorMinMgrayscaleMmodeMtoMmakeMtheMexplanatoryMtextMandMelementsMonMtheMformMclearlyM
visibledM

zropoutMformsMmustMbeMscannedMusingMaMcolorMlampMorMfilterdMTheMcolorMofMtheMlampMisMselectedMdependingMonMtheMcolorMofMtheMbackc
grounddM
’ormsMwithMredMorMgreenMbackgroundsMmustMbeMscannedMeitherpM

  onQaQcolorQscannerQusingQcolorQfilteringQsoftwarexQ

  onQaQnon–colorQscannerQusingQaQredQorQgreenQlampQehardwareQcolorQfilteringfxQ
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  onQaQnon–colorQscanningQusingQaQwhiteQlampQandQaQredQorQgreenQfilterQefilteringQqualityQinQthisQcaseQisQmuchQloweriQasQtheQ
backgroundQmayQnotQdisappearQcompletelyiQorQfieldQcontentsQmayQbeQinadvertentlyQremovedfxQorQ

  onQaQnon–colorQscannerQusingQaQwhiteQlampQwithoutQanyQfilterskQ
WhenQscanningQwithQaQwhiteQlampiQsomeQlighterQbackgroundsQcanQbeQremovedQwithoutQfilteringwQtheQweakQsaturationQofQtheQ
backgroundQwillQensureQitsQdisappearanceQduringQscanningkQInQthisQcaseiQtheQcolorQandQsaturationQofQtheQbackgroundQmustQbeQ
selectedQbyQtrial–and–errorQforQeachQparticularQscannerkQ

QNote”mManyQcolorQscannersQalsoQhaveQsoftwareQfilteringQusedQtoQfilterQoutQblueQcolorskQHoweveriQweQdoQnotQrecommendQusingQshadesQ
ofQblueQonQyourQformsiQasQformsQareQlikelyQtoQbeQcompletedQusingQnotQonlyQblackQbutQalsoQblueQinkkQFieldQcontentsQwrittenQinQblueQinkQwillQ
disappearQinQthisQcasekQ

ChoosingrtherRightrColorr

Red–orangeMcolorsMareMpreferableMtoMgreenMbecauseMtheyMrepresentMtheMgreatestMpossibleMcontrastMtoMbluebMwhichMresultsMinMbetterMscanc
ningMandMrecognitionMqualityMifMtheMformsMareMcompletedMusingMblueMinkdM

InM“RecommendedmColorsmformDropoutmForms”MyouMwillMfindMtheMrecommendedMcolorsMforMformMprocessingbMidedMthoseMmostMlikelyMtoM
disappearMduringMscanningMwithMalmostManyMscannerdMwM“dropout”McolorMlistMforMaMparticularMscannerMUinMPantoneMorManyMotherMformatVM
canMalsoMbeMobtainedMfromMyourMscannerMmanufactureredealerdM

Black–and–WhiterFormsrwithrRasterrBackgroundsr
’ieldsMonMsuchMformsMareMsimplyMwhiteMspacesMUusuallyMrectanglesVMonMaMrasterMbackgrounddMTheMbackgroundMisMmadeMupMofMindividualM
dotsdMTheMrecommendedMsizeMofMtheMdotsMisMnoMmoreMthanMfdgMmmbMwithMtheMdistanceMbetweenMeachMdotMaboutMgMmmdMTheMsizeMofMtheMdotsM
andMdistanceMbetweenMtheMdotsMareMcrucialbMbecauseMaMrasterMbackgroundMisMremovedMduringMdespecklingMratherMthanMduringMscanningpMtheM
programMwillMtreatMtheMdotsMasMgarbageMandMremoveMthemdMyonsequentlybMtheMdotsMshouldMnotMbeMgluedMtogetherMonMscannedMimagesdM

Black–and–WhiterFormsrwithrRasterrBordersrr
TheseMformsMhaveMnoMbackgrounddMwllMfieldMbordersMUbordersMofMcharacterMcellsbMcheckmarkMfieldsMandMotherMformMelementsVMareMmadeMupM
ofMrasterMlinesbMidedMsequencesMofMsmallMblackMdotsdMRasterMdotMsizeMisMusuallyMfdio–fdkMptdMTheMrecommendedMsizeMisMfdioMptbMwithMtheMdisc
tanceMbetweenMtheMrasterMdotsMbeingMatMleastMfiveMtimesMlargerMthanMtheMdotMsizedMTheMsizeMofMtheMdotsMandMdistanceMbetweenMtheMdotsMareM
crucialbMbecauseMaMrasterMbackgroundMisMremovedMduringMdespecklingMratherMthanMduringMscanningpMtheMprogramMwillMtreatMtheMdotsMasM
garbageMandMremoveMthemdMyonsequentlybMtheMdotsMshouldMnotMbeMgluedMtogetherMonMscannedMimagesdM

Black–and–WhiterLinearrFormsr
TheseMformsMusuallyMhaveMnoMbackgrounddMwllMfieldMbordersMUcharacterMcellsbMcheckmarkMfieldsMandMotherMformMelementsVMareMmadeMupMofM
solidMblackMlinesdM’ieldMbordersMdoMnotMdisappearMasMaMresultMofMscanningMorMdespecklingdM

MNote”m’ormsMofMthisMtypeMmustMbeMcompletedMveryMneatlydMIfMtheMformsMareMcompletedMcarelesslybMlettersMmayMoverlapMtheMfieldMbordersbM
thusMreducingMrecognitionMqualitydMThisMisMbecauseMwheneverMtheMfieldMcontentMoverlapsMtheMfieldMbordersbMitMisMextremelyMdifficultMforMtheM
applicationMtoMseparateMtheMbordersMfromMtheMtextdMIdeallybMtheMenteredMtextMshouldMnotMtouchMuponMtheMfieldMbordersdM

ChoosingrtherRightrTyperofrFormr
xesidesMtheMdesignMandMprocessingMrequirementsMforMeachMtypeMofMformbMotherMcriteriaMalsoMneedMtoMbeMtakenMintoMconsiderationMwhenM
choosingMaMformMtypepMprintingMcostsMandMmethodsbMtheMnumberMofMcopiesMrequiredbMtheMresultingMimageMsizebMscanningMmodesbMtheMrec
quiredMdegreeMofMrecognitionMaccuracybMformMprocessingMspeedbMoverallMappearanceMofMtheMformsbMhowMneatlyMtheyMwillMbeMcompletedbMetcdM
TheMtableMbelowMsummarizesMtheMadvantagesMandMdisadvantagesMofMeachMformMtypedM

Q
DropoutmFormm Black–and–WhitemRastermFormm Black–and–WhitemLinearmFormmCriteriam
Disadvantagem Advantagem Disadvantagem Advantagem Disadvantagem Advantagem

zesignM
yomplexityM

MM –asyMtoMdesignMusingM
anyMgraphicsMeditordM

TextMeditorsMofferM
limitedMtoolsMforM
designingMthisM
typeMofMformdMTheM
sizeMofMrasterMdotsM
isMcrucialdM

MM MM –asyMtoMdesignM
usingManyMgraphicsM
editorM
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DropoutmFormm Black–and–WhitemRastermFormm Black–and–WhitemLinearmFormmCriteriam
Disadvantagem Advantagem Disadvantagem Advantagem Disadvantagem Advantagem

PrintingM zifficultMtoMprintM
largeMquantitiesMofM
goodMqualityM
formsMin–housedM

MM MM –asyMtoMprintMin–
housedM

MM –asyMtoMprintMin–
housedM

PrintingMyostsM IfMprofessionalM
printingMservicesM
areMusedbMprintingM
costsMareMhigherM
comparedMwithM
black–and–MwhiteM
formsdM

MM MM IfMprofessionalM
printingMservicesM
areMusedbMprintingM
costsMareMlowerM
comparedMwithM
dropoutMformsdM

MM IfMprofessionalM
printingMservicesM
areMusedbMprintingM
costsMareMlowerM
comparedMwithM
dropoutMformsMM

ImageMSizeM MM ImageMfileMsizesMareM
smallerdM

ImageMfileMsizesMareM
largerdM

MM ImageMfileMsizesMareM
largerdM

MM

ScanningMModeM OnlyMspecialMscanc
ningMmodesMUcolorM
filteringVMmayMbeM
useddM

MM LimitedMrangeMofM
brightnessMandM
contrastMsettingsdM

MM LimitedMrangeMofM
brightnessMandM
contrastMsettingsdM

MM

ProcessingM
SpeedM

MM ”igherMaverageM
processingMspeeddM

wverageMprocessc
ingMtimeMisMlongerbM
becauseMtheMimc
agesMneedMtoMbeM
despeckleddM

MM M–rrorsMareMmoreM
likelyMifMcharactersM
areMgluedMtogetherM
orMoverlapMfieldM
bordersdM

MM

RecognitionM
QualityM

MM VeryMhighM
recognitionMqualitydM

MM ”ighMrecognitionM
qualitydM

RecognitionMqualc
ityMlargelyMdependsM
onMhowMneatlyMtheM
formMhasMbeenM
filledMoutdM

”ighMrecognitionM
qualityMifMtheMformM
hasMbeenMfilledMoutM
correctlydM

LocationMofM
explanatoryMtextM

MM –xplanatoryMtextM
mayMbeMplacedManyc
wherebMincludingM
insideMfieldsMUasM
longMitMisMprintedM
usingMtheMsameM
colorMasMtheMformM
backgroundVdM

–xplanatoryMtextM
andMotherMformM
elementsMmustMbeM
carefullyMarrangedM
onMtheMformdM

MM –xplanatoryMtextM
andMotherMformM
elementsMmustMbeM
carefullyMarrangedM
onMtheMformdM

MM

’ormM
wppearanceMandM
LegibilityM

LowMcontrastM
settingsMofMbackc
groundMandMexc
planatoryMtextM
mayMhaveManMadc
verseMeffectMonM
formMlegibilitydM

westheticallyM
pleasingM

LessMeye–catchingM
designdMLowerM
legibilitydM

MM LessMeye–catchingM
designdM

“oodMlegibilitydM

NeatnessMofM
yompletionM

MM LessMsensitiveMtoM
textMoverlappingM
fieldMbordersdM

SmallMcharactersM
mustMbeMwrittenM
veryMcarefullyMandM
beMlargeMenoughM
notMtoMbeMremovedM
asMgarbagedM

LessMsensitiveMtoM
textMoverlappingM
fieldMbordersdM

VeryMsensitiveMtoM
textMoverlappingM
fieldMbordersdM

MM
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GeneralsRequirementssforsMachine–ReadablesFormss

LetMusMnowMconsiderMtheMgeneralMrequirementsMaMformMmustMmeetMinMorderMtoMbeMmachine–readabledM

FormrBackgroundr
gdM UseMdropoutMformsMorMformsMwithMrasterMfieldMbordersMifMpossibledM
hd M UseMaMcolorMthatMvanishesMduringMscanningMwhenMcreatingMaMdropoutMformdMSeeMtheMlist MofMrecommendedMcolorsMinM“Recom–

mendedmColorsmformDropoutmForms”dM
idM wlwaysMensureMthatMaMdistanceMexistsMbetweenMtheMexplanatoryMtextMandMtheMfieldMcontentsdMInMtheMcaseMofMdropoutMformsMweM

recommendMthatManyMinformationMbeMprintedMinMtheMsameMcolorMasMtheMformMbackgroundMUexceptMwhereMexplanatoryMtextMis M
usedMasMaMreferenceMmarkMinsteadMofMorMinMconjunctionMwithMblackMsquaresVdMxyMprintingMinformationMinMtheMsameMcolorMasMtheM
backgroundbMyouMareMthenMfreeMtoMplaceMitManywhereMonMtheMformbMincludingMinsideMtheMformMfieldsdM

jd M zoMnotMuseMblueMcolorsMforMformsMwhichMareMtoMbeMcompletedMbyMhanddMTheMblueMbackgroundMmayMmergeMwithMtheMblueMinkM
whichMisMlikelyMtoMbeMusedMtoMcompleteMtheMformsbMwhichMwillMhaveManMadverseMeffectMonMrecognitionMqualitydM

ReferencerMarkr
gdM StandardMreferenceMmarksMareMrecommendedMforMuseMonMmachine–readableMformsMUidedMblackMsquaresbMcornersbMyrossesVdMTheM

recommendedMnumberMofMreferenceMmarksMisMfivepMfourMreferenceMmarksMinMeachMcornerMofMtheMformMUtheyMshouldMformMaMrecc
tangleMifMimaginaryMlinesMareMdrawnMbetweenMeachMpairVMandMoneMsquareMonMoneMofMtheMsidesMofMtheMimaginaryMrectangledM

hdM IfbMforMsomeMreasonbMstandardMreferenceMmarksMcannotMbeMusedbMweMrecommendMthatMtheMfollowingMcombinationsMofMelementsM
beMusedMasMreferenceMmarkspM
aVMatMleastMtwoMverticalMlineMseparatorsMandMtwoMhorizontalMlineMseparatorsM
bVMatMleastMfourMtextmelementsMandMoneMformmidentifiermelementM
cVMotherMcombinationsMareMalsoMpossibleM

idM TheMdistanceMbetweenMtheMedgeMofMaMreferenceMmarkMandMtheMnearestMformMelementMshouldMnotMbeMlessMthanMiMmmdM
jdM TheMdistanceMbetweenMaMreferenceMmarkMandMtheMedgeMofMtheMpageMshouldMnotMbeMlessMthanMnMmmdM
kdM ReferenceMmarksMshouldMbeMprintedMusingMaMdarkMcolorMUblackMisMrecommendedVMsoMthatMtheyMdoMnotMdisappearMduringMscanc

ningdM
InMadditionMtoMtheMgeneralMrequirementsMlistedMabovebMeachMreferenceMmarkMtypeMhasMitsMownMspecificMrequirementspM

BlacklSquaresl

BlackQsquaresQonQtheQsameQformQtypeQshouldQallQbeQofQtheQsameQsizeQikekQbetweenQqQqQmmQandQuQuQmmkQTheQrecommendedpsizeQisQrQrQmmkQ
RectanglesQareQnotQpermittedkQ

CrosseslandlCornersl

nkQ TheQsizeQofQanQimaginaryQsquareQthatQcouldQbeQdrawnQaroundQaQreferenceQmarkQofQthisQtypeQmustQbeQwithinQtheQrangeQfromQ
qxqQtoQuxuQmmkQTheQrecommendedQsizeQisQrxrQmmkQ

okQ TheQsizeQofQreferenceQmarksQofQoneQtypeQmustQbeQtheQsameQwithinQoneQformkQ

pkQ AllQtheQsidesQofQaQreferenceQmarkQmustQbeQofQequalQsizekQ

qkQ TheQlineQthicknessQusedQforQreferenceQmarksQonQtheQsameQformQmustQbeQtheQsameQandQbeQwithinQtheQrangeQfromQmkpQtoQnQmmkQ
TheQrecommendedQthicknessQisQmkrQmmkQ

Textltiflusedlaslreferencelmarksul

TheQfontQsizeQshouldQnotQbeQlessQthanQtQptQeheadersQ–QnoQlessQthanQnqQptfkQ

LinelSeparatorsltiflusedlaslreferencelmarksul

LineQthicknessQshouldQnotQbeQlessQthanQnQptkQTheQrecommendedpthicknessQisQn–nkrQptkQ

Barcodesltiflusedlaslreferencelmarksul
nkQ TheQbarcodeQwidthQetheQdistanceQbetweenQtheQleftmostQandQtheQrightmostQbarsfQshouldQnotQbeQlessQthanQqt–rmQmmkQ

okQ TheQbarcodeQheightQshouldQnotQbeQlessQthanQno–nrQmmQedigitsQnotQincludedfkQ

pkQ TheQbarcodeQorientationQedirectionQofQtheQbarsfQshouldQbeQtheQsameQasQtheQpageQorientationQeitQisQrecommendedQtoQscanQtheQ
pagesQinQtheQdirectionQofQtheQbarsfkQ

qkQ TheQEANQnpQbarcodeQformatQisQrecommendedkQ

rkQ TheQrecommendedQdistanceQbetweenQaQbarcodeQandQanyQotherQformQelementQisQnoQlessQthanQnmQmmkQ
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CheckmarkrFieldr
nkQ TheQrecommendedQfieldQsizesQareQpkrxpkrQmmiQqxqQmmiQqkrxqkrQmmiQorQrxrQmmQeifQcircularQcheckmarkQfieldsQareQusediQtheyQ

mustQfitQintoQsquaresQofQrecommendedQsizesfkQ

okQ TheQrecommendedQlineQwidthQforQcheckmarkQfieldQbordersQisQmkqQmmQeirrespectiveQofQtheQsizeQofQtheQfieldfkQ

TextrMarkingr

Rasterldotlsize:l
nkQ IfQtheQfieldQbordersQareQrasterQdotsiQtheQthicknessQofQtheQrasterQlineQeikekQtheQrasterQsizefQmustQbeQmkpvQptkQ

okQ TheQoptimalQdistanceQbetweenQtheQrasterQdotsQisQfiveQtimesQtheirQsizekQ

QImportantnmTheQdotsQmostQlikelyQtoQbeQgluedQtogetherQareQdotsQinQtheQcornersQofQcharacterQcellskQ

QTipm

IfQyourQsoftwareQdoesQnotQallowQyouQtoQspecifyQtheQdistanceQbetweenQeachQrasterQdotiQyouQmustQchooseQaQlineQstyleQwhichQhasQdotsQloj
catedQatQsufficientQdistanceQfromQeachQotherQtoQpreventQthemQfromQbecomingQgluedQtogetherQonQtheQscannedQimageiQandQfromQ
remainingQonQtheQimageQafterQimageQdespecklingiQasQbigQdotsQareQnotQinterpretedQbyQtheQOCRQsystemQasQgarbageQandQareQnotQ
removedQfromQtheQimageQduringQdespecklingkQ

Characterlcelllsize:l

Q

nkQ TheQrecommendedQsizeQofQcharacterQcellsQisQqxrQmmxQtheQuseQofQsmallerQsizesQrequiresQaQ
greaterQdegreeQofQaccuracyQfromQthoseQcompletingQtheQformiQandQthisQisQveryQdifficultQtoQachievekQLargeQ
characterQcellsQareQalsoQnotQadvisableQasQthisQencouragesQtheQuseQofQabnormallyQlargeQletterskQIdeallyiQ
theQcharacterQcellQsizeQshouldQreflectQtheQaverageQletterQsizekQ

okQ TheQdistanceQbetweenQfieldQlinesQshouldQbeQnoQlessQthanQokrQ–QpQmmiQandQtheQdistanceQbej
tweenQtwoQadjacentQcharacterQcellsQinQtheQsameQlineQshouldQbeQnoQlessQthanQn–nkoQmmkQ

Q

Linelthickness:l

Q

IfQtheQbordersQareQblackQlinesQe“textQinQaQframe”iQ“lettersQinQseparateQframes”iQorQ“lettersQinQframes”fiQ
theQlineQthicknessQshouldQbeQnQptkQ

Q

Q

Combs:l
nkQ TheQrecommendedQdistanceQbetweenQtheQnotchesQinQaQcombQisQrQmmkQ

okQ TheQdistanceQbetweenQbetweenQtheQhorizontalQlinesQofQtwoQcombsiQwhenQposij
tionedQoneQbelowQtheQotheriQshouldQbeQnoQlessQthanQtkrQ–QuQmmkQ

pkQ TheQnotchQheightQmustQbeQaroundQmkvQ–QnkoQmmkQ

qkQ TheQthicknessQofQbothQtheQnotchesQandQhorizontalQlinesQshouldQbeQnQptkQ

rkQ IfQframesQwithQaQcombQareQusediQtheQminimumQdistanceQbetweenQframesQshouldQ
beQokrQ–QpQmmkQ

ElementrPositioningr
nkQ BeQsureQtoQprovideQsufficientQmarginsQonQyourQformkQOtherwiseiQformQelementsQwhichQareQlocatedQtooQcloseQtoQtheQsidesQofQtheQ

formQmayQdisappearQduringQscanningiQwhichQwillQresultQinQaQlossQofQdatakQ

okQ TheQspaceQbetweenQneighboringQformQelementsQshouldQnotQbeQlessQthanQoQmmkQ

pkQ TheQspaceQbetweenQaQcheckmarkQfieldQandQexplanatoryQtextQshouldQnotQbeQlessQthanQolpQofQtheQcheckmarkQfieldQsizekQ

qkQ MakeQsureQthatQtheQexplanatoryQtextQdoesQnotQoverlapQentryQfieldQborderskQ

rkQ IfQexplanatoryQtextQisQprintedQinQblackQinkiQmakeQsureQthereQisQaQdistanceQofQatQleastQnkr–oQmmQbetweenQtheQexplanatoryQtextQ
andQtheQotherQelementskQThisQdistanceQisQnotQsoQcrucialQforQexplanatoryQtextQprintedQinQtheQsameQinkQasQtheQbackgroundkQ
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PrintrQualityr
WhenMyouMprintMblankMformsbMkeepMinMmindMtheMfollowingMrequirementspM
gdM TheMformsMmustMbeMprintedMeitherMprofessionallyMorMusingMaMprinterdMWeMrecommendMthatMcolorMformsMbeMprintedMprofessionc

allydMIfMthisMisMimpossiblebMtestMtheMformMcolorMonMaMscannerMbeforeMstartingMyourMprintMrundM
hdM wllMtheMcopiesMofMtheMformMmustMbeMprintedMusingMtheMsameMsourceMdocumentbMasMtheMfieldMlocationMonMeachMformMmustMbeMidenc

ticaldM
idM TheMminimumMmarginMsizeMUidedMtheMdistanceMbetweenMtheMedgeMofMtheMpageMandMtheMnearestMformMelementVMshouldMbeMatMleastMnM

mmMUghMmmMmarginsMareMrecommendedVdM
jdM TheMpermittedMlinearMdeviationMofMformMelementsMisMnoMmoreMthanMfdgkRMUMidedMfdkMmmMforManMАj–sizeMpageVdM
kdM IfMyouMprintMyourMformsMusingMaMprinterbMdoMnotMprintMthemMwithMaMresolutionMlessMthanMlffMdpidM
ldM WeMrecommendMprintingMtheMformsMwithMtheMhelpMofMtheMsameMprinterMorMdifferentMprintersMofMtheMsameMmodeldM

 TipdMWeMdoMnotMrecommendMcopyingMmachinecreadableMformsMwithMtheMhelpMofMcopyingMequipmentdMUseMofMsuchMequipmentMcanM
slightlyMchangeMdimensionsMofMelementsMonMtheMformMorMtheirMarrangementbMforMexamplebMtableMorMentryMfieldsMbordersMmayMbecomeM
thickerbMorMcolorMdepthMmayMchangebMwhichMmightMbeMdetrimentalMforMrecognitionMqualitydM

FormrCompletionr

Penslandlinkl
’ormsMareMbestMcompletedMneatlybMinMcapitalMlettersbMusingMaMblackMball–pointbMgelMorMcapillaryMpenMUdarkMblueMandMvioletMareMalsoMacceptc
ableVdMSoft–tipefelt–tipMpensMareMnotMtoMbeMrecommendedMasMcharactersMareMlikelyMtoMbeMveryMthickbMcausingMrecognitionMproblemsdMRecogc
nitionMisMworstMinMtheMcaseMofMformsMcompletedMbyMpencilMorMusingMaMlightMinkdM

Letterlsizelandlstylel
’orMbestMrecognitionMresultsbMformsMshouldMbeMcompletedMinMblockMcapitalMlettersdMTheMlettersMmustMfillMoutMallMcharacterMcellsMbutMmustMnotM
overlapMcellMbordersdM
IfMcharacterMcellsMareMvisuallyMmarkedMonMtheMformsMUidedMtheMfollowingMtextMmarkingMtypesMareMusedpMlettersMinMframesbMlettersMinMseparateM
framesVbMtheMpersonMfillingMoutMtheMformMwillMbeMlessMlikelyMtoMjoinMtheMlettersMtogetherdM
TheMfollowingMtextMmarkingMtypesMpresentMgreaterMproblemsMforMrecognitionpMtextMinMaMframeMwithMaMcombbMlettersMonMaMcombdM”ereMonlyM
theMwidthMofMtheMcharacterMcellMisMpredefinedbMwhileMtheMabsenceMofMsideMbordersMmakesMjoiningMlettersMtogetherMpossibledMInMtheMcaseMofM
theMcombMwithoutMaMframebMtheMlettersMcanMbeMwrittenMeitherMtooMsmallMorMtooMlargedM
IfMtextMinMaMframeMorMtextMoverMaMlineMareMusedbMthereMisMnoMevidentMrestrictionMonMtheMwidthMofMtheMcharacterMcellsdMTheMlettersMmayMbeM
joinedMtogetherbMwhichMwillMhaveManMadverseMeffectMonMrecognitionMqualitydMInMtheMcaseMofMtextMoverMaMlineMthereMareMnoMrestrictionsMonM
characterMheightdMThereforeMthisMmarkingMtypeMisMnotMrecommendedMforMformsMrequiringMaMhighMdegreeMofMrecognitionMaccuracydM
wnotherMimportantMrequirementMisMthatMtheMlettersMdoMnotMoverlapMtheMfieldMbordersdMThisMisMnotMsoMcrucialMforMdropoutMorMblack–and–
whiteMrasterMformsbMbecauseMfieldMbordersMwillMdisappearMduringMscanningMandMdespecklingdMxutMifMlettersMoverlapMfieldMbordersMonMblack–
and–whiteMlinearMformsbMthisMmayMresultMinMaMsignificantMdecreaseMinMrecognitionMqualitydM

Samplel
ToMencourageMcorrectMcompletionbMweMrecommendMincludingMaMnoteMonMyourMformMsimilarMtoMtheMoneMbelowdMM

M
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RecommendedrColorsrforrDropoutrFormsr
TheMtableMbelowMcontainsMdropoutMcolorMsamplesMandMtheirMcorrespondingMPantoneMnumbersdMTheseMbackgroundMcolorsMdisappearMifM
formsMareMscannedpM

  usingQanyQscannerxQ

M

  usingQaQcolorQscannerQwithQsoftwareQredQcolorQfilteringQorQusingQaQnon–colorQscannerQwithQaQredQlamplredQfilterQ

M
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