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Twelve Principles

1. Be style-consistent.

Acceptable Unacceptable See
AXDXEZE, HKIZH—LES ., | AXOXEZ, BUKICH—T 5, —f# | 1.1 Style
—MRFERITOI =2 T7ILTIE, B | HERITOIY=2T7IILTIEH, BF.
. A ELDRET, ThEHLhET,
Is consistently in the keitai (polite) Mixes keitai (polite) style and jotai
style. (direct) style.

2. Use double-byte punctuation marks.

Acceptable Unacceptable See

i, RRELGBHITT, nlE, RRELGSHBITT. 1.2.
Punctuation

Uses Japanese double-byte
comma (. ) and double-bite period

()

Uses single-byte comma (,) and
single-byte period (.) in Japanese text.

3. Use kanijis and their readings listed in the "joyd" (common use) kaniji table.

Acceptable

Unacceptable

See

HLrLy
BHLH

EBRLLY
Bt

2.1.2. Kanji

Does not use non-joyo kaniji.

These kaniji are listed in the joyo kanji
table but their readings.

4. Follow the "Okurigana no Tsukekata" honsoku (main rules) for kana endings on

kanji verbs.

Acceptable Unacceptable See
BYHET BUHY 2.1.3. Kanji with
5lEEY 5lEY okurigana
Includes okurigana (connecting Omits the connecting kana in
kana) in compound verbs. compound terms.

5. Do not omit the vowel extension at the end of katakana words.

Acceptable Unacceptable See
aAVEa—4— avEa1—% 2.1.6. Chdon
a—H— a—+ (extended
Uses the standard extended vowel | Clips the extension off the \r/r(l);\rllfls)s \?vlijt?]d
form. concluding vowel sound. katakana




6. Separate katakana words with double-byte nakaguro ( - ) or single-byte spaces.

Acceptable Unacceptable See
A—H— - 4 VE—T1—X A—HY—A A —T1—2X 2.1.7. Katakana
1A—H— LA —T1—2X compound
First instance uses nakaguro, No separation between words. words
second uses single-byte spaces.

7. Use double-byte kaniji, hiragana, and katakana.

Acceptable Unacceptable See

A—ILT FLR =W7H VA 2.1.5. Katakana

Uses full-width double-byte kana.

Uses single-byte and scrunches the
kana up.

8. Use single-byte numbers and single-byte non-Japanese alphabetics.

Acceptable Unacceptable See
123,456 123, 456 2.1.8. Arabic numerals
abc DEF bcd B C D 2.1.9. Alphabetic script

9. Use double-byte symbols.

10.

11.

12.

Acceptable

Unacceptable

See

20 :()0 ]

21 ()M

4. Writing and
Using Symbols

Do not put single-byte spaces between single-byte text and double-byte text.

Acceptable Unacceptable See
JTFiE# JTF 1E# 3. Character
No space after the alphabetics. Adding a space makes the Spacing

separation excessive.

Use single-byte periods, commas, and spaces with single-byte text.

Acceptable Unacceptable See
785,105 785, 105 4.1.3. Single-byte
12.5 12. 5 period (.) and

' single-byte comma (,)

Be consistent in unit nomenclature.

Acceptable Unacceptable See
2kg 354m 20°C 3ft 23t 14km 5. Writing Units

Is consistently metric.

Mixes American, Japanese, and
metric units.
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Introduction

Why this style guide?
The JTF Style Guide for Translators Working into Japanese was compiled by the JTF Style Guide
Committee to provide general standardization guidelines for translators working into Japanese.

Japanese poses special problems because it has multiple scripts (kanji ideograms, two kana
phonetic alphabets, and foreign-language forms) in common use. Good writing being an essential
part of good translation, it is imperative translators know how to select the proper script and
combination of scripts. Indeed, style inconsistency may well adversely impact technical accuracy
and reader comprehension.

That said, this style guide is not intended to teach readers how to translate well, or even how
to write well. Rather, the rules and guidelines set forth here are to supplement those skills readers
already possess by offering guidance specific to representational issues in translation.

Please note that these rules assume Japanese text written horizontally and may not apply to
vertical text.

Criteria employed

The two criteria used in formulating the JTF style guide rules were (a) that they point to currently
accepted and approved usage and (b) that they be adaptable to technological advances. As such,
these rules are intended to help translators understand the different Japanese writing styles used
in commercial (i.e., non-literary) translation and select a style appropriate to their needs and
purposes.

When several styles are in common use, the different styles are explained so the translator
can make an informed decision. Examples have been selected using words and phrases that
show up frequently in commercial translation because even common terms tend to be written
differently by different people in different contexts.

The JTF Style Guide for Translators Working into Japanese will be updated from time to time
to reflect changing writing styles and to offer up-to-date guidance. The latest Japanese-language
version is available at http://www.jtf.jp/jp/style guide/stylequide_top.html.

How to use this style guide

The styles advocated here are for general use. When specific companies and industries may have
their own style rules, the translator should feel free to give preference to those in-house styles.
The important thing is that the style be consistent and suited to the translation’s particular
requirements. Indeed, translators may well want to work with clients to compile client-specific style
guides.


http://www.jtf.jp/jp/style_guide/styleguide_top.html

1. Sentences

1.1. Style
1.1.1. Body text

Choose either keitai (polite/formal/friendly style) or jotai (direct style) and be consistent throughout
the text. Do not mix the two styles.

Which style to choose depends upon the nature of the text, the purpose of the text, and the
intended readership.

Keitai (a.k.a. "T9F9" | A polite, non-confrontational style used mainly for basic texts,
desu/masu style) pamphlets, manuals, and websites for general readers.

Jotai (a.k.a. "T#&HS" de | A simple and powerful style better suited to explanatory texts
aru style) and manuals for specialist readers.

1.1.2. Captions

Use either jotai or taigen-dome (sentence fragments ending with a noun or noun phrase) for
captions even when Kkeitai is used for the body text. Manuals for general readers often use
captions ending with particles (e.g., --*IZI& and --- & [&). Periods are not used at the end of
single-sentence or fragment captions.

Description Example
Taigen-dome AFERENFENA
Jotai 2AR—FHT D
Ending with a particle Eot=&ZFICIE

Whichever is chosen, be consistent and do not mix styles.

1.1.3. Outline form

Be consistent in consideration of the style used for the body text. General rules are as follows:
¢ When keitai is used for a text for general readers, keitai can also be used in listing items.
o Even if keitai is used for the body text of technical or specialized texts, jotai or taigen-dome
may be used when listing items.
¢ When jotai is used for the body text, use jotai or taigen-dome in listing items.
¢ Do not mix keitai and jotai in a single listing.
¢ Be consistent in using or not using periods.

Description Example
Keitai for the body text, RaepHMotE <Ly,
taigen-dome for items listed. - ERBERAL
-BEAEAAR
Keitai for the body text, RDIEFTEELTLEELY,
jotai for items listed. - Shift ¥F—Z L EA 5 Enter F—Z 1T,
TWWRI REVZEI)Y I %,




1.1.4. Textin figures

Use keitai, jotai, or taigen-dome depending upon the nature of the text. Once the decision has
been made, be consistent and do not mix them. Do not use periods at the end of fragment entries.

1.1.5. Figure captions

Treat these the same as text in figures. Use keitai, jotai, or taigen-dome depending upon the
nature of the text. Once the decision has been made, be consistent and do not mix them. Do not
use periods at the end of single-sentence or fragment entries.

1.2. Punctuation

1.2.1. Double-byte period ( , ) and comma ( . )

Use double-byte Japanese periods ( , ) and commas ( . ) within Japanese text.

Acceptable Unacceptable

hiFE, RELELDHITY, chix, REELGDHHITY.

See also 4.1.1 "Kuten (double-byte period) ( ., )" and 4.1.2 "Toten (double-byte comma) ( . )."

1.2.2. Single-byte period (.) and comma (,)

Use single-byte periods (.) and commas (,) within proper nouns and numbers written in single-byte
alphabetics.

Acceptable Unacceptable
Ministry of Economy, Trade and Industry Ministry of Economy. Trade and Industry
785,105 785, 105
12.5 12. 5

See also 4.1.3 "Single-byte period (.) and single-byte comma (,)."

2. Within Sentences

2.1. Script and word usage

2.1.1. Hiragana

Use double-byte hiragana. Follow the rules set forth in "Gendai Kanazukai" (contemporary kana
usage), Cabinet Notification No. 1 of July 1, 1986.

2.1.2. Kanji

Generally follow the rules set forth in "Joyo Kanji Hyd" (joyo kanji table), Cabinet Notification No. 2
of November 30, 2010. There are, however, some kanji that are customarily used in business and
commercial translation even though they are not in the joyo kaniji table.

Acceptable Reason
FABH, #a, EX Are in common use
=R ®E, BA Unnatural for only one of the kaniji to be represented by hiragana
(e.g., 2, T A, 1=M)
iR, ARz Easier to understand when written in kanji
e, B8 In common use as technical terms

See also see 2.2.1. "Proper use of hiragana and kanji."
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2.1.3. Kanji with okurigana

Consistency is the prime imperative in using okurigana (kana suffixes following kanji stems). In
general, follow the 2010 "JOy0 Kanji Hyd" and "Okurigana no Tsukekata" (okurigana rules),
Cabinet Notification No. 2 of June 18, 1973.

Refer also to Ygji Yogo Shin-hyoki Jiten (dictionary of new script and word usage standards),
Dai-ichi HOki, Tokyo, 4" edition, 2011.

"Okurigana no Tsukekata" has three general sets of rules for okurigana.
1. Honsoku (main rules)

2. Reigai (allowable exceptions)

3. Kyoy0 (permissible variations on the main rules)

Among the permissible variations are:

Okurigana added
Honsoku Kyoyo Reason for choosing "kyoyd"
=9 =hd To ensure it is read "arawasu” and not "hyosu”
To1= T%o1= To ensure it is read "okonatta" and not "jtta"
Hhd HEhhd
2R ¥ 5

Okurigana omitted
Honsoku Kyoyo Reason for choosing "kyoyd"
ENAS EAS Unlikely to be misread and saves space
5715 =)
#Bhb #5

"Okurigana no Tsukekata" provides numerous examples of the three sets of rules indicating that
they tend to be very loosely and inconsistently used. That said, okurigana style should be as
consistent as possible. Choose one style for each word in any given text.

2.1.3.1. Okurigana for verbs

This style guide recommends following honsoku.

Recommended Not recommended
(P) (R3]
=Y =hY
BHnbd HEhhbd
FH A FA
#hbd #5

2.1.3.2. Okurigana for nouns

This style guide recommends following honsoku in principle but using "kyoyd" if (a) the word is
customarily used without okurigana and (b) it is unlikely to be misread.

Use Examples
Bz or & BWEEZ, ZE0H
£Y or £ ENDLEY, RRIFETT
[&lT or @ BlTZEHY, EtiE
RN or BR FEWLWZERE <, KRERER
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2.1.4. Okurigana for compound words

Follow "Joyo Kanji Hy6" and "Okurigana no Tsukekata" when using okurigana in compound words.

Refer also to Yoji Yogo Shin-hyoki Jiten, 4™ edition, to maintain a consistent writing style.
However, there are some words that do not follow "JOy6 Kanji Hyd" and "Okurigana no

Tsukekata" or are not listed in the Y&ji Yégo Shin-hydki Jiten but are still commonly used.

In principle, do not omit okurigana in compound verbs.

Use Do not use
EEAT AT
RYK> 167 8P
BIEH]Z D 51#2 %
B LA HAL
BEHES RS
HAITS #I TS

Okurigana may be omitted in nouns derived from compound verbs. That said it is important to be

as style-consistent as possible in any given text.

Examples

Y #&kLy or ER#&LY or BXik

5| E#Z or 5l#2Z or 5l#

B LiAd or EHIAHA or FRIA

BYLEForfgtForigL

AL T or #4352 T or #H3L

BEEi5or Bl
Omit okurigana for nouns customarily used without okurigana.
Acceptable Unacceptable
AR RmYBHEYER
B EITEN
AR @Y AnE
HAE B LAAHE
Pl ok Y Elfs

2.1.5. Katakana

Double-byte katakana is the default unless otherwise specified. When using katakana follow the
rules in "Gairaigo no Hyoki" (representing loan words), Cabinet Notification No. 2 of June 28,
1991, and Gairaigo (Katakana) Hyoki Gaidorain (guidelines for representing loan words in
katakana) published by the Japan Technical Communicators Association, Tokyo, 2015.

2.1.6. Choon (extended vowel sound marks) with katakana

Follow the rules in the Japan Technical Communicators Association’s Gairaigo (Katakana) Hyoki
Gaidorain.
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Katakana words with extended vowels

Use Do not use Source English is
aYEa—42— aYEa—~4 computer
KS A /83— (N2 A driver
I—H— A—7 maker
T s — PPE printer
A4 T— 4 timer
a1—H— a—+4 user
ILAR—4— ILAR—4 elevator
TE—45— ET—4 motor
ALA— hLoi Calendar
L—5— L—45 Radar
EVa5— Eoad Modular
ToEY)— Tty Accessory
IRILF— IRILFE Energy
FATOTATA— FATOTATA Identity
AO0T4— A0T 4 Melody
I2E— »E Memory
IN—T 4 — IN—T 4 Party
ITA48— IT4% Editor

2.1.7. Katakana compound words

Use a nakaguro ( - ) or a single-byte space to se

parate katakana compound words.

Acceptable

Unacceptable

5574w a1—H—

55749 2a—4H—- A3 —T1—R
A1 23 —TJx—R

957499 1—HY—A2 8 —T1—2R

First example uses nakaguro,

second uses single-byte spaces.

No separation between the words

Proper nouns (e.g., foreign names) are usually separated with nakaguro.

What are the advantages and disadvantages of these different systems and why does this style

guide recommend using either nakaguro or single-byte spaces?

Using nakaguro

Using single-byte spaces

Using neither

Clear separation between
words

Clear separation between
words

Unclear separation between
words

Relatively messy
appearance

Relatively neat appearance

Relatively neat appearance

Using both bullet points to

list items and nakaguro may
cause confusion. (See 4.2.4.
"Nakaguro (middle dot) ( - )")

Using bullet points to list
items and single-byte
spaces to separate words is
unlikely to cause confusion

Using bullet points to list
items and nothing to
separate words is unlikely to
cause confusion

Easy to computer
search/replace when
switching to another
word-separation method

Difficult to computer
search/replace when
switching to another
word-separation method

Difficult to computer
search/replace when
switching to another
word-separation method
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Inconsistency may arise
from forgetting to insert
nakaguro or inserting
nakaguro in the wrong place

Inconsistency may arise
from forgetting to insert
single-byte spaces or
inserting them in the wrong
place

There being no separation,
inconsistency from forgetting
or erroneously inserting a
separation is unlikely

May be used with both
vertical and horizontal
writing

Not suitable for vertical
writing

May be used with both
vertical and horizontal
writing

Widely used in books,
newspapers, textbooks,

Mainly used in IT-related
manuals

Widely used in books,
newspapers, magazines,

academic papers, etc. etc.

Because there is no term
separation, machine
translation systems may
have difficulty identifying
phrases as unknown words

All three systems are all typically used in commercial translation, making it difficult to select
just one.

The JTF style guide recommends using either the nakaguro or a single-byte space as the
clearest delineation between katakana words for both human translators and machine translation
systems.

While it is up to the translator to decide which style to use, the following points should be
taken into consideration.

¢ Once the style is selected, use it consistently throughout.

¢ Use terminology and usage glossaries to ensure consistency.

o Avoid creating overly long strings of katakana words.

e While it is preferable to insert separations between words, inserting separations is

counter-recommended if the original compound word contains a hyphen, if each word’s
independence is weak and the phrase is difficult to decipher, or if the phrase is short.

Acceptable Source English is
= log in
JT7ILEA L real time
FINY) vy double click
AAAIWHAAF style guide

2.1.8. Arabic numerals

Use single-byte characters to write Arabic numerals. While double-byte characters may be
permissible in some special cases, single-byte characters should be used throughout for
consistency.

2.1.9. Alphabetic script

Use single-byte characters to write non-Japanese alphabetic text. While double-byte characters
may be permissible in some special cases, single-byte characters should be used throughout for
consistency.

2.1.10. Position of Arabic numerals

Use commas to separate groups of digits and periods for decimal points (e.g., 36,333.333). That
said, commas to separate groups of digits may be omitted in some cases (e.g., 2013 or 11030).

14



2.2. Writing Japanese script

2.2.1. Proper use of hiragana and kanji

In commercial translation, the proper use of hiragana and kanji is defined by the general practice
in the industry or field. For words or phrases that can be written in either kanji or hiragana, there is
a tendency to use kaniji in the patent, finance, and legal fields and to use hiragana in such fields as
information processing and general writing.

Some examples of hiragana and kaniji character usage for high-frequency words and phrases
in commercial translation are given below as reference to help ensure writing style consistency.

Creating usage and terminology glossaries is an effective way to maintain consistency.

Words and phrases commonly written in hiragana

Use Do not use

HoMLoH F&

WI'h falh

) fATBF

BEE Lz

BLAIC RI

MZ-T #H>T

nhD HD Use hiragana even though the kanji B isin
the jOy0 kaniji table

~hE Lzl ~MBHENZELY

~LfZE ~TFTaW Use hiragana when it is used as a
supplementary verb. E.g., HL T =& L.
Use the kanji T & LY when it is used as a verb.
E.g., UFETL.

hIFE _Nnig

=~ i~ Eg., C&ELFZEL, ZTER.

FEL Fit, Z &L

bl H(Z Use hiragana even though the kanji ¥ isin
the jOy0 kanji table

LML mL

LIEs< &<

ERA Y ele) Bl%

~YRE ~m &

#ohH < A

U0 EA

==L BL

~1-B ~ZE Use hiragana when it refers to the plural of
people categories.

TEd HE 5 E.g., ERTZES

£ fer 4l

L ThE

TEMNIE e

BE i

F&E 3

EJ=ES XI& Use hiragana even though the kanji X is in

the joyo kanji table
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LLA 5

Ho1=Ic A

HIFE xE

3 LLIE HLLCIE

$-oT T, ko T

~&2Ic ~#RIZ

KIFE i
Words and phrases commonly written in kanji

Use Do not use

—t] Lo LY

g MrEBd

KW BHEWLIC

LT LT

~ ~LCw> E.g., t#&H, —BH
B R LEEZE

L A IZLA E.g., MILARE->TLVS
it HIZH E.g., AL &1 57480
BEEY:N) HABMD E.g., fAIoADEK
&% HALD Eg, il EZGL

Different kanji for different purposes

Use Do not use
BT & Ffr {& is a non-joyd kanji when it is pronounced "ka."
BEREE EEEE {& is a non-jdyd kaniji when it is pronounced "ka."
TET 5 MET S {1& is preferable when it is used as a verb.

BEFE, B

BEFE, B

EE means "to scrub," E& "to polish."

Hiragana and kanji usage differs depending upon how the term is being used.

Use Do not use

LU RU Kanji is in the joyd kanji table, but hiragana is
preferable when this is used as a connector.

&5 BES Kaniji is preferable when this is used as a verb. E.g.,
FEMNRA.

W=LEFT BMLET Hiragana is preferable when this is used as a
supplementary verb. E.g., SN LFET.

N W =9 Kaniji is preferable when this is a verb similar to 3%
and 75.E.g., BLWEHT.

Lf=A>T HE-T Hiragana is preferable when this is a transitional
word.

{i3p) Lf=H'> Kaniji is preferable when this is a verb.

~1=Y ~HY Hiragana is preferable when this is used in the
"starting” sense. E.g., B1E 79 and XL =Y.

~H9 ~1=9 Kanji is preferable when this is used in the "out"
sense. E.g., #LHT and RDIFHT.

< o< Kaniji is preferable when this is a verb. E.g., F|FA'
1< and &HF<.
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~2K ~£F< Hiragana is preferable when this is a suffix.
E.g., ;&xDO< and EYDK.

~DFE ~ftE Hiragana is preferable when this is a suffix. E.g., B
DZF and FOF.

~&HY ~@Y Hiragana is preferable when this is an adjectival
suffix. E.g.,, Bo7=&HEY and ULTDELEY TY.

~@&Y ~&BY Kaniji is preferable when this is a countable. E.g., 2
BY DAE (two ways).

[FL LY ALy Hiragana is preferable when this is a suffix. E.g., &
ATIELLY,

ML LY [ L Ly Kaniji is preferable when this is a verb. E.g., C D&

ALY,

Many common business terms have multiple acceptable forms. While both forms shown below are
acceptable, it is important to be consistent within any given document. When either kanji or kana is

acceptable, default to hiragana if there is no specific reason for using kaniji.

HEYIC RYIC
~3AT ~tT Eg., 894 55ACEELIEH
EHhHT BHT
SFESFE ¥k
9 TIZ BRI
IART 2T
EHIC H(z E.g., IRESELLEBICHET D
f=&zIE Bl Z X
=612 EBEbIC
ESTLY B|E
(=L T Bf-L T
VEED — R
VDEFUD —E
E92N fth or 4t E.g., thZEYT, CoOtIzHnELELED, BLDst
ESAAYAEY. ) iz 58 or
ANEYA)
Fo1=K< &<
Lk s TR
hmnbd DB or B
or ¥13
VEDUED —D—"D
Ht-L Fh
hhbhh ES
Hhn A E.g., ZEHMHEE, HHK

There are many homonyms that use different kanji to express different shades of meaning. For

example:

Evs F asin ftJlE and ZEIE

iz vs & asin #{zE and ¥EEE
Bt vs fF asin i8I and {8l

B vs &l asin ¥ and #L%&

B ovs &L asin #& and Eli&

B ovs El asin A and ELH
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| & vs A | asin 5 &ff and 5 MFF |
See 2.2.3 "Written expression of numeral classifiers" for information on counters.

2.2.2. Proper use of Arabic and kanji numbers

Use Arabic numerals to express quantities and numbers of things that can be counted. This
includes words that can be replaced with numbers. Arabic numerals are also used for ordinal

numerals (e.g., first, second, and -nth).

Using Arabic numerals

Representation Meaning
1 1% 2805 A A 128,050,000 people
3DNHKRA Three buttons
ERIEENS The third meeting
4 A Four months
1%H,2%B First, second
2 #E Binary
3R Three dimensional

Follow the standard practice in using kanji numbers for words and phrases such as multiple-kanji
phrases, approximate figures, proper nouns, and adverbs.

Examples of using kanji numerals

Representation Meaning
HR— Number one in the world
—BFEY Temporary
— &5 A part of
F=F Third party
1 Of a kind
—&BD A portion of
—&IC First of all
R Several hundredfold
—REH Quadratic function
miER A Round off
AL Square
= KRE Five continents

2.2.3. Written expression of numeral classifiers

It is common to see A, A, B, #, 4, &, or 8 between the number and the kanji for what it
modifies. However, this style guide recommends using the hiragana A in all such cases.

Use Example
~HA, ~HFr 3 MAXIE, BAH, 10 AFr
~HE INERE
~hE 5 NEEE
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3. Character Spacing

3.1. Spaces between characters

3.1.1. Between double-byte characters and single-byte characters
In principle, do not insert a space between double-byte characters and single-byte characters.

3.1.2. Between two double-byte characters

In principle, do not insert a space between two double-byte characters, the exception being the
option of a single-byte space between katakana compound words. See also 2.1.7. "Katakana
compound words."

3.1.3. Between two single-byte characters

When including European text within Japanese text, for example when inserting a quote in
European text within Japanese text, maintain the single-byte spaces between words in the
European text.

3.2. Between katakana words

Separate katakana words with nakaguro ( - ) or single-byte spaces. See also 2.1.7. "Katakana
compound words."

3.3. Between Japanese parentheses and adjacent characters

Do not insert spaces on either side of Japanese double-byte parentheses.

4. Writing and Using Symbols

4.1. Punctuation

4.1.1. Kuten (double-byte period) ( , )

The Japanese period at the end of the sentence is always double-byte ( ., ). It is not, however,
used at the end of sentences within kagikakko (corner bracketsor I | ) or parentheses ( ).

Symbol Single- or double-byte Usage example

o Double AKIZ 5 AICHAERZEHRFTLET) EdRFLT,
HEXE813#9 30,000 ATY (HELEZEHFET),

4.1.2. Toten (double-byte comma) ( . )

The Japanese comma is always double-byte ( . ). Itis used to indicate a pause in a sentence or to
clarify the sentence structure (i.e., to make the sentence more readable and convey the meaning
more accurately). It may also be used to separate words, phrases, or clauses in series.

Symbol Single- or double-byte Usage example
. Double A, BIFREZHRITEA L FENERXRT S F R4 %
EHLEL
ARIFERBEEREZRITLELN S, FENMEXRT SFEHE
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B LEL,
%, B%. 20 3HMIcBEBELELT-,

4.1.3. Single-byte period (.) and single-byte comma (,)
Use the single-byte comma to separate groups of digits and use the single-byte period for decimal

points and after numbers in itemized lists. Do not use single-byte commas or single-byte periods in
Japanese text.

4.2. Symbols

4.2.1. Double-byte exclamation mark (!)

This is not commonly used in Japanese business documents. Even when an exclamation mark is
used in the source text, it is preferable to use a double-byte period (kuten) in the Japanese text.

An exclamation mark in the source text is replaced by a double-byte period

Source text: Just plug it in, and coffee is ready in three minutes!
Translation: 755 #ZLADIE, 39 Ta—E—MNTEET,

The double-byte exclamation mark is, however, used in advertising copy and to focus reader
attention. If you use it at the end of a sentence, insert a double-byte space between the
exclamation mark and the following sentence. Do not follow the exclamation mark with a space
when it is within a sentence.

Examples of using exclamation marks (! ) in translated text

2
BEOES! hhHFEEOFYyyvFIE—TLT
BEEo'EWLWSIELAENYFELT,

4.2.2. Double-byte question mark (?)

This is not commonly used in Japanese business documents. Even when a question mark is used
in the source text, it is preferable to use the question-indicating »* and a double-byte period
(kuten) in the Japanese text.

A guestion mark in the source text changes to a period in the translation

Source text; Does the reader understand the document?
Translation: HEEEIXEOHNERZEMBMLTLATL LI,

The double-byte question mark is, however, used in advertising and in questions to readers. If
you use it at the end of a sentence, insert a double-byte space between the question mark and
the following sentence. Do not follow the question mark with a space within a sentence.

A question mark (7?) in translated text

FTaVEEBRLFETM?
AHDEDWREE? ZOXRTEHENETHBNLET,
ESBELELEIVOMN? EVSA—TF—DRMIZEZFET,

4.2.3. Slash (/) ()

Used when writing fractions, in non-Japanese text, and between text items to signify "or." Not
commonly used in Japanese text.

Symbol Single- or double-byte Usage example

!/, / Either The fraction 1/3, I/O, 50Hz/60Hz
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4.2.4. Nakaguro (middle dot) ( - )

Used when separating katakana compound words and when listing words of the same rank side
by side. Note that using nakaguro both to separate katakana compound words and to list words of
the same rank in the same text should be avoided because it can easily confuse readers. See also
2.1.7 "Katakana compound words."

Symbol Single- or double-byte
. Double

Usage example
N RER, N—=VYFI - aVEa—8—

4.2.5. Namisen (wave dash) (~)

Used to express ranges of numerical values.
Symbol Single- or double-byte
~ Double

Usage example

18~22mE T
People between the ages of 18 and 22

4.2.6. Hyphen (-)

Hyphens should generally be avoided in Japanese text. When a hyphen is used (e.g., in an
address or a telephone number), use a single-byte character.
Symbol Single- or double-byte
- Single

Usage example
FHREX—%HET 1-1-1
03-5555-xxxX

4.2.7. Colon(:)

Colons () should not be used in Japanese text. Even if the source text uses a colon, do not use it
in the Japanese text. However, colons may be used in Japanese text between categories and
specific information. When using a colon in Japanese text, use a double-byte colon.
Symbol Single- or double-byte Usage example
: Double BE:3A 16 BF %R 1B
Time & date: March 16 at 1:00 pm,
Bl Za—3—9 . BR
Examples: Paris, New York, and Tokyo

4.2.8. Semicolon ( ;)

Semicolons (;) should not be used in Japanese text. Even if the source text uses a semicolon, do
not use it in the Japanese text.

4.2.9. Dash

Neither m-dashes (—) nor n-dashes (-) should be used in Japanese text. Using dashes in
Japanese text may cause problems in processing documents electronically.

4.3. Parentheses and brackets

4.3.1. Marukakko (parentheses) ()

Used to provide supplementary explanations of and alternate wordings for the immediately
preceding text.

Symbol

Single- or double-byte

Usage example

()

Double

7+x—48 @EYZTO)
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4.3.2. Daikakko (brackets) [ ]

Used for special purposes, such as to indicate user interface terminology for computers and other
electronic devices.

Symbol Single- or double-byte Usage example
[] Double [D74I)] A*=a—

4.3.3. Kagikakko (corner brackets) I |

Used to indicate quotations, magazine articles, and text to be input, as well as for emphasis.

Symbol Single- or double-byte Usage example
M Double (FE6EA A M—ILAEI ZBRLTLESL,

4.3.4. Nija kagikakko (double corner brackets) [ |

Used to indicate literary titles and when putting kagikakko inside kagikakko.
Symbol Single- or double-byte Usage example
Il Double FERE B AR

4.3.5. Niju inyofu (double quotation marks)
Not commonly used in Japanese text, but, when used, used to indicate quotations and for
emphasis.

Symbol Single- or double-byte Usage example
"o Single Whip B"R T — KR!

4.3.6. Chukakko (curly brackets or braces) { }

Should not be used in Japanese text. Use only when the source document uses curly brackets
and the same format must be maintained in the translation.

4.3.7. Yamakakko (angle brackets) ¢ )

Should not be used in Japanese text. Use only when the source document uses angle brackets
and the same format must be maintained in the translation.

4.3.8. Ichija inyofu (single quotation marks) "

Should not be used in Japanese text. Use only when the source document uses single quotation
marks and the same format must be maintained in the translation.

5.  Writing Units

5.1. Units

In principle, follow the Japanese Industrial Standards (JIS) 28202 (Weights and Units) and 28203
(International System of Units, or SI, and Their Uses). When writing unit symbols using single-byte
alphabetics, numbers, and symbols, follow the SI recommendations, including the use of upper
and lower cases. Non-SI symbols such as "dpi" and "71 8 ') —" may be used in some cases.
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5.2. Writing unit symbols

Generally use either single-byte alphabetics (e.g., kg, mm, MB, W, and Hz) or double-byte
katakana (e.g., ¥FAT 5L, S Y A—=FKJL, AHINA k, Tk, AJLY) for unit symbols. Kaniji
is used for time units (e.g., B, 4, #).

Individuals, organizations, academic bodies, and the like should be constantly thinking about

the best use of symbols and should formulate standards for consistency.

5.3. Individual units
What is measured Examples of units to be used

53.1.  Time Wil B, o, B, SUR
5.3.2. Length mm, km, S Y A=Kk, EVFA—FJL
5.3.3.  Mass g, kg, t, F5 L, ¥FATS L, b
5.3.4.  Areaand Volume m, EHAA—KIL, SIAA—FIL
5.3.5. Electricity AWV, TURT, Ty bk, RILE
5.3.6.  Temperature °c, E
5.3.7. Frequency Hz, ~JLY
53.8. Speed m/s, ¥ A A — bILERE, HE~km
5.3.9. Transmission rate bps, Kbps, /31 kb
5.3.10. Rate/ratio %, N\—t 2k
5.3.11. Angle 90°, 90 £
5.3.12. Memory capacity Ew k, /34 k, Kb, KB, Mb, MB
5.3.13.  Currency M, XKL, 2—0O, $,USD
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