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Proofreader’s marks

HERE’S A HANDY LIST OF COMMON PROOFREADER’S NOTATIONS AND SYMBOLS

TIPS&
TRICKS

Delete

Insert space

Insert letter or character

Change to lowercase

Change to uppercase

Wrong font used

Change to italic type

Change to roman type (non-italic)

Change to boldface type

Transpose as indicated

Let stand as is/disregard

Align/move to left

Align/move to right

Insert comma

Insert apostrophe

Enclose in quotation marks

Insert period

Insert colon

Enclose in parenthesis

Use small caps

Draw word together

Change to superscript

Change to subscript

Insert em dash

Insert en dash

Query to author

Start new paragraph

Keep with preceding paragraph

Indent

 

DescriptionSymbol Example


