Proofing Marks

Instruction

Text Mark

Margin Mark

Insert item or text

A

A

Delete

J1

Delete and close up

=

PN

dl

Leave unchanged

under character to remain

(V)

Start new paragraph

5

_

Run on (no new paragraph)

/_#

Insert Space (characters)

Reduce space (characters)

between charac [ ters affected

|
|

Insert space (words)

\l/

Reduce space (words)

between | words affected

Close up, delete space

linking characters

—

Centre

Enclosing matter to be centred :I

Change to italic

under characters to be set/changed

Change to bold

under characters to be set/changed

Indent

C

Cancel indent

-C




