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Proof Reader’s Marks

Marginal
Mark  Explanation Example
((' Delete: take out Once upc((gl— a time
c Insert: letter or word Ong upon a time
el Italicize Once upon a time
# Insert space Once upong time
r— Close up space Once upo__n a time
~ Insert a comma Once upon a time
® Insert period Once upon a time A
wap Replace with capital once upon a time
Lo Replace with lowercase O];‘fce upon a time
o Replace with roman Once upon a time
L=/  Replace with bold Once upon a time
2 //% Replace with bold italic Qnce upon a time
NEM Move to the left C Once upon a time
| Move to the right Once upon a time J
t Transpose Onceafupon‘time
stet  Let Stand Once uperra time

Replace with small caps Once upon a time

Sc
2 Run in Once upon
@ time

it Center JOnceC
__+ Move Down Once(u,pgr_l/a time
—/  Move Up Once fapon @ time
¥ ¢ Insert quotation marks  Once upon a time _
| Insert a colon Once upon a time
Jl Insert a semicolon Once upon a time
% Insert an apostrophe Once pon a time
12) Insert a hyphen Once upon a time
= Insert an em dash Once upon a time
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Corrected

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

Once upon a time
Once upon a time
“Once upon a time”
Once upon a time:
Once upon a time;
Once ’pon a time

Once upon a time-
Once upon a time—



