Common Symbols for Marking Manuscripts and Proofs

Symbols and Their Use
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set in italie
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set in boldfaces

Meaning

Delete

Insert

Insert space

Close up space
Spell out

Insert hyphen

Lower case
Capitalize

Transpose

Insert period

Insert comma

Place above the line
Start new paragraph
Let it stand (copy above dots)

Align

Move left

Move right

Start new line
Fix broken letter

En dash: 1965-72
(longer than hyphen, shorter
than em dash)

Em—or long—dash
Italic
Roman

Boldface



