PROOFER’S MARKS

MARK IN
CORRECTION TEXT MARK MARGIN
INSERT TEXT Jbe or to be Italnot
REPLACE TEXT to be or not the be Ito
DELETE TEXT it's a 4 beautiful day

DELETE TEXT he's a simplé boy &
DELETEfCLOSE SPACE  it's a beadutiful day &
LEAVE UNCHANGED he was het in error (BTET)
INSERT PERIOD to me, The point is @
INSERT COMMA red, white and blue ®
INSERT COLON three groups, the ®
INSERT SEMI-COLON he said,she said *
INSERT APOSTROPHE its a beautiful day *
INSERT QUOTATIONS Waow! she said Hp
INSERT SINGLE QUOTES ~ Wow!,she said i
INSERT PARENTHESES it was the time, of £/%
INSERT BRACKETS it was the time, of £/3
INSERT ELLIPSIS And so it goes,, alala)
INSERT LEADERS ,1999 Wine List OO
INSERT HYPHEN he had red,eve =}
MAKE ITALIC he was not in error ftal
MAKE BOLD he was not in error (D]
MAKE BOLD ITALIC he was not in error (bF + ital)
MAKE ROMAN he was(iot)in error rom)
MAKE LIGHT FACE he wasmotin error ©))
CAPITALIZE Sam kennedy said (cap>
MAKE SMALL CAPS he liw.::d in 300 B.C. (5e)
CAP & SMALL CAP julius caesar (cap + 56

MAKE LOWER CASE
MAKE LOWER CASE
SUPERIOR
INFERIOR

NEW PARAGRAFH

SAm Kennedy said

Sam KENNEDY said

E=MC2,

comprised of H20
to mr.;.j:l"he point is

()
“For(sup)
por@@®

o

MARK IN
CORRECTION TEXT MARK MARGIN
RUN ON (NO to me.—.

NEW PARAGRAPH) “The point is no 't
MOVE TO NEXT LINE she could nﬂ'frc— (Funover
MOVE UP FROM she could not re{” P
NEXT LINE cover from it
WRONG FONT that (beautifullday W)
TRANSPOSE LETTER he was not fifjerror tr)
TRANSPOSE WORD hcmb-f-,}_‘v;agfin error (tr
MOVE TEXT I\llrirf’r%f-:lg?i %21 ;%1} her ( EPJ
CENTER TEXT IThe End[ Fenter)
INDENT TEXT “lIn the beginning Q@E‘f}
NO INDENTATION [ In the beginning (Aush)
MOVE TEXT RIGHT 1999 Financial Plan | 3]
MOVE TEXT LEFT [ 1999 Financial Plan C
LOWER TEXT She has al"& heart |
RAISE TEXT She has a'b_ig'.hearl 1\
S:E.I:;Iq c:ﬁ:mm" | to n_}:&f1 :nd the others. H
point is that
ALIGN HORIZONTALLY She has a big h€alt align’
ADD SPACE She has a hig}}cart #
CLOSE UP SPACE She has a big I gart c
EQUALIZE SPACE She has a“f)ig “heart @I
SPELL OUT She weighed 20@ (#P)
INSERT EM DASH Space the final frontier lﬁ
INSERT EN DASH during 1996,1999 %
INSERT LEADING FR i alime s @

DECREASE LEADING He tried to call her

but she was not home
but she was%‘?:-t home
The Big Chill

REMOVE UNWANTED

ADD RULE

= —Q_QE #)

®

2 pt rule



