Proofreading Marks Handout

This paper gives commonly used proofreading marks and provides and example of their use.  It is provided to help you learn the marks and how to use them. You can use it when proofreading assignments.  These are basic proofreading marks used by authors, editors, and business professionals when proofreading various documents.
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Mark Meaning Example
g Delete The mevboard
C Close up, no space The Kevjoard
:.J’ Delete and close up The microArocessor
# Insert space calﬁlwarding
A Insert word or letter call forwa
nJ Transpose frequencies traviy)
N Insert comma The keyboard xvhen
(0] Insert period Set up the keyboard®
v Insert apostrophe The I(eyboarcx location
® Insert colon Collect the following®
/,'\ Insert semicolon the I(cvboar#owever
= Insert hyphen 'onwour
\’ Insert quotation marks aYealure%hone
stet

comnimmem

=
Eg
B

Start new paragraph
or no paragraph intended if preceded by “no”

Regerve the order.ﬁ'l'he
NottReserve the order. The

= Capitalize The ﬂcrophone
7z Lower case The Micropohone
# ¥ | Parentheses the two pan@icrophone and speal(ers)re
C 7 | Brackets “to the Ehosen site”
O | spellout has@pprox)four uses
“ Align I Microphone
keyboard
speaker
E Move left E microphone
] Move right microphone j
Yz Superscript )V
N\ Subscript ‘A
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