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Proofreaders’ Marks

OPERATIONAL SIGNS
Delete
Close up; delete space

Delete and close up (use only when
deleting letters wirhin a word)

M Let it stand

#
e?#—

ot
Lo

9
0
J
C
C

]

1
LJ
-

@t“::

Insert space

Make space between words equal;
make space between lines equal

Insert hair space

Letterspace

Begin new paragraph

Indent type one em from left or right
Move right
Move left
Center
Move up
Move down
Flush left
Flush right
Straighten type; align horizontally/',\
Align vertically | ~
Transpose

Spell out

TYPOGRAPHICAL SIGNS

M Set in italic type

#
&
o
X
/

A
9

«
©

(eh) 7

L

3
r:}
™M
N

Set in roman type

Set in boldface type

Set in lowercase

Set in capital letters

Set in small capitals

Wrong font; set in correct type

Check type image; remove
blemish

Insert here or make superscript

Insert here or make subscript

PUNCTUATION MARKS
Insert comma

Insert apostrophe or single
quotation mark

Insert quotation marks
Insert period

Insert question mark
Insert semicolon
Insert colon

Insert hyphen

Insert em dash

Insert en dash

{b’or (\) Insert parentheses

Fig. 3.1 Proofreaders’ marks
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“Why Apartsev!” Mazharov Slapped the newspaper again and his
face turned a deeper red. “There are mistakes in the issue! Do you
know what may pupils do with the 7ribune? They just buy it and fish
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out the mistakes, it’s llike a sport to them. Really, Apartsev, where wr
is editor’s pride? Who is your proofreader? He needs to learn his ;
grammar! Here, see for himself!”
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Take the manuscript of a book. Set it upon a desk or a table so that
it cannot slip or slide. Pick up a pencil. Start reading through the
manuscript, as you read correct typographical errors and note
passages that may confuse a reader and usages that may cause trouble
for a printer. You are doing copy editing.

RerenibE oid (14w 3 (Grate «3 Sita—

The professional copy editor, who sits at his desk with a manuscript
planted squarely before him, is not super human. He is a humble man
in a mone or less humble job. Yet upon his shoulders lies the weight
of centuries of learning. His calling is honorable, and he stands in
line with the Scaligers and the Estiennes. The little marks he puts on
paper are for the betterment of mankind.
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