COM 3210 (Copy Editing)/COM 2600 (Introduction to Journalism)

Copy Editing Symbols

The symbols presented below are for copy that has not yet been placed into columns. On
the back are a set of proofreader’s symbols that used for text has been placed in
columns.

(ﬂ' Is a paragraph mark. paragraph mark
| Start a new paragiapﬁ new paragraph
CThis means run in—no new paragraph. run in

Transposefwords\these/ transpose

A circle around@net) or other spelled out
numbers means use numerals.

use numerals

A circle around a numeral, such as@ means spell out
spell it out.

Circling a full name, such as@ennsylvani)

means abbreviate.

abbreviate

Circling an abbreviation, such as@, means don’t abbreviate

spell out as a full name.

Three lines under letters or words, such as us., uppercase
means use uppercase. == Z

A slash through a Fetter means use lowercase. lowercase
A wavy line under text means use boldface. boldface
A straight line under text means use italics. italics

These meCrks mean close up the space.
Thig@ark mean insert space.
The word “stet” means—gga- the text as
originally written.
A carat means inseniword.
This symbol means /03/ delete.

JThese marks mean center.[
A right bracket means flush right_]

(A left bracket means flush left.
For example,this means insert comma.
It% easy to in)sen an apostrophe.

LN\ . . &

I said, Please insert quotation marks.
Insert a period after this sentence g or g
These are readyimade correction symbols.
To insert a dasi;do this.

8/28/07

close up space
insert space

retain original

insert word

delete

center

flush right

flush left

insert conuma

insert apostrophe
insert quotation marks
insert period

insert hyphen

insert dash



COM 3210 (Copy Editing)
Proofreader’s Marks

Use proofreader’s marks for text that has been placed In columns. In marking proofs,
two basic marks are made for each error: 1.) a pencli line running from the point of the
error and 2.) a proofreader’s mark at the end of that line. Corrections should be noted in

the margins to the left or right of the error, opposite the line of type in which the error
occurs.

Example:
~¥P SEATTLE (AP) - Forest products giant
i eyerhaeuser Co. is combining its fine-
4 paper businessg with ganadian paper “CAp
< maker Domtar INE., fn a deal the
com 8 valued at about $3.3 billion. ~
o peLran o
Tnsections (Note: Put caret mark [A] in toxt to show Type Stse aad Style
where insertion should go.) z ;
O insert period
“,P) SAPHALLBTTBR
b insert comma - L 3
A cles  LEWERCASE wih inial capita
(3 . o In
/,\ mm how suinmnn(plah)@
\y W et vl set in ealic type
i quotation mark
\‘/“ Ne eent L} ot bokdfnce type
insert apostrophe or single . -
of quottion mark ‘{M set e Boldfuce itatic ype_
,?\ insert question mark Pasitien of Copy
’l\ insert exclamation mark | mave right
Vaﬁ/ insere hyphen L movenn
AC TR imsenendash TV mowuw
| ui insert e dash 4 move dowa
?@ inewrt alack AL e
{ or ) inscnt perenthesia " even up lines vertically
t or J imsert squars beackt = even up lines hocizontally
A A~ - 3
i !pw*umm Begin 3 new paragraph here or:
# e Qr | Bewin 2 new panagraph here
el B-F  insert sded sext more tham 10 words .
or 50) found on separsse sheet. Put a Fussn AN No paragraph here,
catet in original sexx w show where or C_—__D
insert goes: abel msert by page no. ne & Run in.
(c.§-. first imsert on p. 12 is “124%). I aL scart e lime here
Aeolewer or word —
/: ot " 4B i bank lime (T space”)
v clouw(deiu-vww)
2 aecmicod
dot;iecp
7, ddcuudhlv:upo
:f. spell om ciecled text (oc, if s already
spelicd ok, don’s speil it ou)
M les stand: im sext, all maticsabove

dots [T R
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