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Symbol Meaning Example
A or T or 9:7 delete take # out
= close up print as L‘Lﬁﬁ word
— —
& delete and close up L‘;l‘t‘]é_SE' up
A Of > or A. caret msewj,(ia fnd t&my
# insert a space put onghere
} i
cg # space evenly spacc:&everﬂff A Whergﬂmdicated
stel let stand let marked-seststand as set
transpose change 6@9

used to separate two or more

stroke at the end of an insertion

marks and often as a concluding

set farther to the left

]L too far to the right

|

set farther to the right

tD.D.l far to the left

‘set as ligature (such as )

i encyclopdddia

align horizontally

o
gljgtitrent
i

align vertically

i align with surrounding text

broken character

rnperf uct

indent or insert em quad space

begin a new paragraph

spell out

setas five pounds

set in CAPITALS

set nato as MATO

Sm@p or s, c.

set 1N SMALL CAPITALS

set sional as SIGHAL

y/2

set in lowercase

set Fouth as south

dal

set in italic

o3

set oeuvre as ognvh

raom

set in roman

[ f
‘?SE’C mensch az mensch
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set in boldface

set wnportant as important

of =/ 0r E or M/ hyphen multi-colored
’

— or €& or /A -72

A~ 0 o /_/ en dash 1965-72

em (or long) dash

Now—at last!—we know.

L
o
e
5
o]

v superscript or superior
Fal |subscript or inferior A as in Hyl
A 2
Ao v centered & for a centered dot in /
L' ~ w 2 - - 2o
A3 Ecomma
3 apostrophe
O} period
3 or 5/ semicolon
. or O colon
X or £ quotation marks
{ / ), parentheses
E/J brackets

set as intended?

query to author: has this been

push down a work-up

at umntendet}m’nark

turn over an inverted letter

mvetted

wrong font

Wrong stZe or st;vflg

"The last three symbols are unlikely to be needed in marking proofs of photocomposed matter.
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S. Proofreaders’ Marks

OPERATIONAL SIGNS

J Delete
7, Close up; delete space
~

> Delete and close up (use only when
— deleting letters within a word

At Letitstand
#  Insertspace

Malke space between words equal;
make space between lines equal

Ar#  Insert hair space
< Begin new paragraph
[J Indent type one em from left or right
1 Move right
[ Move left
L Center
™1 Move up

L] Move down

== Straighten type: align horizontally
// Align-vertically "'*{Pe’

nJ

Q{é’b Transpose

@ Spell out

f Rebreak

xxoc“ No P“ro‘aca?}ﬁ
%{'\ ¥

Jole seckron
1 b

TYPOGRAPHICAL SIGNS
Setin italic type
—
Set iype
Set in boldface type
Attt
Set in lowercase /

Set in capital letters

—

i

Set in small letters

Wrong font; set in correct type

Insert here or make superscript

> <R EEsEY R

Insert here or make subscript

ulle Lppsh @ Qi e
-_____/—‘. .

” L\ o u,b&‘_w

PUNCTUATION MARKS

Insert comma

Insert apostrophe or single quotation
mark

<m

Pl

)

Vv

M .

v Insert quotation marks
(9 Insert period

@ Insert question mark
’)\ Insert semicolon

@ Insert colon

Insert hyphen

Insert em dash

4
n
i
m
ré } Insert parentheses

:
b

- T. IVP

A
- AD. (p

car
adverti
advise
advisel
Africar
a.m.
antich
apOSt\
apost]
apper
Arian
cl
Asiar
Arya:
C
aton
a wh
awh'

B
B.C.

bac
bac
Bay
bes
Bit
bil
bl
all




