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Common Proofreaders’ Marks


Name: 
   Date:     


Proofreaders’ Marks:  
symbols written on a printed document by a copy editor or proofreader to indicate where revisions are required.  

Some of the common proofreaders’ marks that will be used during this course include:
	Symbol
	Meaning

	
	bold

	
	insert new text 

	#
	insert a space 

	
	delete text

	 Or 
	enter

	¶
	new paragraph

	no¶
	no new paragraph

	
	lower case

	≡
	upper case (capital letters)

	____
	underline

	or

	italicize

	
	highlight

	or  ]
	indent from the left side

	[ or 
	indent from the right side

	] [
	centre

	2X
	repeat two times

	3X
	repeat three times

	ss
	single space (no blank lines between)

	ds
	double space (one blank line between)

	ts
	triple space (two blank lines between)

	
	remove space between characters

	
	join text together (continue previous paragraph)

	     sp
	correct spelling

	
	switch the order


ital











highlight
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