Appendix: Proofreading and Editing Marks

Meaning of Symbol Symbol Example
, them
Insert here. A take/\home

Insert a comma, semicolon, or colon. AN /A Trosy\Michigan
P e 4

Insert a period. O Mr@
Insert a hyphen or a dash. /-\ K one/-\third cup
Insert a question mark 2 1 2
or an exclamation point. /\ /\ How about you /\
T
Capitalize a letter. / (or) = )z’oronto (or) toronto
h
Make a capital letter lowercase. / /Ffistory
L P
Close up space. _ ball park
Transpose. " Americaf)
7 cold hot
Delete or replace. —— (or) a-bet-day (or) a=metday
(or) a—her@/ day
Insert an apostrophe or . p= ’ 66 99,
quotation marks. AR v Bil\l\é ;NOW!\/
Use italics. Tracker
o | ( ) ( )
sert parentheses. A A letters /\from AtoZ A
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