projecfools

PROOFREADER'S MARKS

DESCRIPTION

Delete

EXAMPLE

Take )’t’out

Close up

. Y
Print as o ne word

Delete and close up

Clojase up

Caret

Inser}Lhe}( word

Insert a space

Put onehere
A

Space evenly

Spacg\ evenIyA wherg\lndlcated

Let stand

Let marked-t-ga_gt_—‘stand as set

Transpose

Change(Grden)the

Used to separate two
or more marks and often
as a concluding stroke at

the end of an insertion.

Set farther to the left

L Too far to the right

Set farther to the right

far to the left

Togl

Set as ligature (such as ae)

Encyclopaédia

Align horizontally

~~ nment
alig”

Align vertically

l Align with surrounding text

Broken character

Imperfe ct

Indent or insert
em quad space

Begin a new paragraph

Spell out

Set as five pounds

Set in CAPITALS

Set nato as NATO

Set in SMALL CAPITALS

Set signal as SIGNAL

Set in lowercase

Set /gouth as south

Set in italic

Set oeuvre as oeuvre

Set in roman
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Set mensch as mensch

l.- .
, 0lortech.. 232 s. ninth street, Lebanon, PA 17042 « Office: (717) 273-8107 » Fax: (717) 274-0334 » Toll Free: (800) 932-6165



projecfools

PROOFREADER'S MARKS

SymBOL DESCRIPTION ExAMPLE

Set in boldface Set important as important
AL

Hyphen Multi-colored

En dash 1965-72

Em (or long) dash Now at last! we know.

Superscript or superior asin mr2

Subscript or inferior as in H,0O

Centered For a centered dotinp - q

Comma

Apostrophe

Period

Semicolon

Colon

Quotation marks

Parentheses

Brackets

Query to author: has this
been set as intended?

Push down a work-up An unintended Mimark

Turn over an inverted letter Inve,ted

Wrong font Wrong siZe or style
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