Typography—Proofreader’s Marks

Marginal Explanation

Delete
Close up

Let it stand

v ® Ok £

Insert space

\

9% ) equal spaces

new paragraph

Move right

o Y =%

Move left

Center

L
—

Move up
Move down

Set flush left

» ®r 3

Set flush right

Align horizontally

— |

Align vertically

Transpose
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Example

Once upgon a time
-\ .
Once upo n a time
—’
Once~upen a time
Onceupon a time

Once upona time
A A A
night.[ane upon a
time
Once upon a time]_
_IOnce upon a time

—1Once upon a time]_

Once upon a time

a time

Once upon’

Once upon a time in
a and called Oz,
lived

Once upon a time in
a and called Oz,
lived

Once upon a time

Once upon a time in
a land called Oz,
lived

Once upfig a time

Corrected

Once upon a time
Once upon a time
Once upon a time
Once upon a time
Once upon a time

night.
Once upon a time

Once upon a time
Once upon a time
Once upon a time
Once upon a time
Once upon a time

Once upon a time in
a and called Oz,
lived

Once upon a time in
a and called Oz,
lived

Once upon a time

Once upon a time in
a land called Oz,
lived

Once upon a time



Typography—Proofreader’s Marks

Spell out

Set in italics
Set in roman
Set in bold face
@ Set in lower case
Set in caps

@ Set in small caps
@ Wrong font
Insert

Insert

Insert comma

<~

Insert single quote

<la
<&

Insert quotation marks

@

Insert period

Insert question mark

.. @
e

Insert a semicolon
' ) Insert a colon
Insert a hyphen

Insert an em dash

[z 2 |

Insert an en dash

C 13 Insert parentheses

E’ Run in

U.S

Once upon a time

Once upon)a time

Qnee upon a time

ONCE upon a time

Once upon a time

Once upon a time
Once upon a time

nce upon a tme
~ A

Once upon a time/\

JOnce upon a timea

/ane upon a tlmej\

Once upon a tims\
Once upon a time
/\
Once upon a time
Once upon a time 5
Once upon a time
A
Once upon a time

Once upon a time/\

nce upon a time
O upon aime,

Once upon

(a time

United States
Once upon a time
Once upon a time
Once upon a time
Once upon a time
ONCE upon a time
ONCE UPON A TIME

Once upon a time

Once upon a time
Once upon a time,
‘Once upon a time’
“Once upon a time”
Once upon a time.
Once upon a time?
Once upon a time;
Once upon a time:
Once upon a time-
Once upon a time—
Once upon a time—
(Once upon a time)

Once upon a time
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