Proofreaders Marks

This chartis designed as a guide to proper preparation of copy and marking of proofs. We urge you to make
use of the notes and marks contained, so that we may faithfully execute your instructions. The result will be
faster service, lower cost, greater accuracy and improved quality.

MARK | EXPLANATION and/or EXAMPLE | MARK | EXPLANATION and/or EXAMPLE MARK | EXPLANATIOMN and/or EXAMFE.E
@ | Insert period . 3% | Lower £ase with fhitial Zapitals I v}y | Align type verticaily)
Ao, [ insent comma 4. aad] SET M small capitals L Transpose$ pace
@m,lf Insert colonA L’.f.,“u.c SMALL CAPITALS WITH INITIAL CAPITALS o0 Tfansposejkenclcsed In rlnqm
; / Irtsert semicolon . A, | Set 1nlype A Transpose (ordechr wards)
\B/MG;/ Apostrophe, bO% Ao L. | Setinitalic type ¥ Rearrange words EJLI' o?E%_e'r n'd"r:%é’rs w
\"'-//\{y tnserl guotalion marks . Bk tepd [TALIC Chpitals) ov ==——=——=' | exrtre | Putin center of ling or page ( etu)
?/ Insert question mark , 4 Sat iIn{ Nghttace) lype 3Jr' Canler tine for ling
I/ ]tnsert exclamation paint L. | set lntype Y T center chunk, square off on lsft
=/ |tnsert hyphen = 4. ixfe| Boldface jlalic t‘umf‘ Run over lo next line. (A two-letter [di-
_b_f_w En dash A 2 Ca EC[LDFACE ~m e ol imes vision should be avolded)
_‘—';-,.‘/ One-em dash_a_ \E’/ Supertor letter® or figure, runt | Run back to preceding line, (Such a div-9
_‘73—,“/ Three-em dash /3> | Inferlor tetter o tigure, HO #esd | Cion Is Improper)
{ /) Insert parentheses .1 o g ,Begin a paragraph }A:;ff“ A syllable or shart word stand-
[/ [!nsertbrackets ,ona, oo § | No paragrapn e %da;i"en?:hzﬂrfb': ikl
: ' C-_’———D s mina-
’ Set pri, mar’y accent Aty i | —RUN N OF rUN on s
’ Sel sec’/ on darAy accent 1 # [Jndent the number of em quads shown = Closa up an]lrely: take oul space
~ (H,Lé Use figature (68, 48, ii, ete.) Flanks| No indention ' * | Close up paﬂlyijeave some space
/ Virgule, slash; and ar x“r_} Hanging indention. Mark afl lines 1o | o da'v | Less space “between“words
50000 | Leaders (6 unit spacing} . .. ... annleals '_jdesired Indention. A wy” Equaliz'.;.pace,\belween"words
...... Leaders (3 dol, light space) ............ oe fnsert matler omitted: refer lo copy | £ /.4 | LETTER-SPACE (Usuaily 1 unit extra)
oweo© | Ellipsis (8 unit spacing) . . . MHLZH (Mark copy Out, see proal, galley 00) . Insert spacefor more space)
(X v x | Replace broizen cr';.!arred type #hes /| Carel, Inser,marginal addition spac wt | Morgspacebetwesnwords
729 Heversf(!urn lype or cul) j “} Dele. Take out {delete}—< 2o guand '/z-emAquad (nut, en) space or indent
Spell out (twenly (gr)} Jraind 3 Detets anﬁd close up s} £m quad {mution) space or Indent
(ngi) Cuery to edilor e/ Correct lﬂner or word marked i 11 | Indent number of em quads shown
_r’ Mark-oll or breai;ﬁ"art new line At Let It stand—(all maller above dols) 1at:4 | Means "not leaded™
a% Wrong fonl 1 el Move 1o right (Hew many points 7} Ad im | Insert lead (spacify base 10 base).

wiong Ionl

[: u/&

Move to lelt (How many polnta?)

| Take oul lead

Lower fase or YOWER CASE

Lower (lelters Ol words)

| Aace to base belwaen any twe lines.

_f
(; gapital tetter {71 | Elavata (leflers'y; words) 116~ | Speclly vertical spacing base lo base
Cq,k-u SET IN capitals / Straighlan line (harizontally) I'H,r-a.f -$pecily horlzonte/ spacing by points.




