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Common Proofreader’s Marks

Mark

Meaning

Example with mark

Result

delete; take out

She@;;; thi;}ﬁfing...

She is thinking...

/\ add customers wre customers were
e
s close up wonder ful dreamer wonderful dreamer
N

insert a space

e
msert aspace

insert a space

stet, leave as is

my mistakef, fignore

my mistake; ignore

in president Truman’s

insert a comma

...heis howeve}éure
7 5

\f change the order Change \oiifyt}/)-e\ Change the order
fﬁb begin a new paragraph | NeW topichTE'Segin a New topic.
new paragraph... Begin a new...
. lone. .
Combine paragraphs a . alone. Continuing on
/ (ngtn.]umg on the the same topic...
same fopic...
5P : -
Se spell out Write out in @word. Write out in one word.
O or O . It was two percent of
It WHS@@Of each pie. | each ple
/ lowercase ...all/H,uman /Rélations ...all human relations
— capitalize In President Truman’s
SON

...he is, however, sure

insert a period
(and capitalize)

...in the world later, in
1991, it was. ..

...in the world. Later,
in 1991, it was...




