THE ELDER LAW JOURNAL PROOFREADERS’ MARKS

Deleting or Inserting Words

Symbol

Meaning

L oo oo T

Delete

Example

Take ,l? out

—
-/
-~
L
~/

Close up letters

. V)
Print as o0 ne word
p—

Delete and close up

Clogse up

N

oo

Insert something here

I nsert/\h:re/<wad

otet

tr

If you accidentally change
something and want to let the
text stand as is.

stet

Let marked text-stand as set.

Switching the order of words

Change@ermg
Spacing/Alignment
Symbol Meaning Example

Set farther to the left

L Too far to the right

Set farther to the right

Too/]

far to the left

|

Align horizontally

ﬁnent

aligg

Indent this line

Begin a new paragraph




+

Insert a space

#
Put spac¢here

eq #

Space evenly

szfge’fevenlyqf here

Incorrect Font Problems

Symbol | Meanin Example
cap
CO/P Set in Change naela to NAELA — or - Change(fiacldto NAELA
CAPITALS -
S.c.
SC Set in SMALL Elder L.J. to ELDER L.J. - or — Changto ELDER L.J.
CAPITALS
Set in Change S0uth to south — or — Chan veéuth to south
g
lowercase
ttal.
ital | setin itatic Change Elder to Elder — or — Change(Eldedto Elder
o).
YOM. | Setin roman Chaﬂge@o Elder
Set in bf
b)c boldface Change Elder to Elder — or — Chang to Elder
Wrong font, W(Ohyg size — or — Wrong sty|¢)
w F generally wf “F

Spelling Issues

Symbol Meaning Example
Sp.
SP. Spell out / Incorrect spelling Changco four percent

O

sp.
[@r Law Journal




IX. EL] Proofreaders’ Marks

Inserting Grammatical Symbols

67

Symbol Meaning Example
A 2
—-/ or — or /_H / Insert hyphen Multi¥olored
\%
[ en
L ert /N, 21
W or =t 0 /—/ En dash 1965 = 1972
I em em
’/—\1‘ or eLVL oc /.’Z‘/ Em (long) dash Now- at least- we know.
: . < ! 2
\V4 Superscript or superior Asin mr
/\ Subscript or inferior A AsinH0
PN
/)\ Comma
) Apostrophe
AV
0 Period
. . Semicolon
) o ) /
. Colon

o ()

(\—

¢
vV o N

Quotation Marks

(/)

Parentheses

L/3

Brackets

Question to Author

OIK /7

Question to author




PROOFREADERS’ MARKS

Delcting or Inserting Words

Symbol Meaning Example
L or ¥ oc 7 Delete Take Lout
- Close up letters Print as ¢ ne word
v/ N
&: Delete and close up C lo:ﬂ:sc up
~

A oD

Insert something here

lnscném_re/(wd

stet

If you accidentally change
something and want to let the
text stand as is.

tet

S
Let marked swntstand as sct.

Inserting Grammatical Symbols

tr Switching the order of words Change/Grdenthe)
Spacing/Alignment
Symbol Meaning Example

C

Set farther 10 the left L

Too far 10 the right

Symbol Meaning Example
A 2
-/ or - o /ﬂ/ Insert hyphen Multi¥olored
/ ]
v o e o/ En dash 1965 % 1972
' em em
N orem or/v/ Em (long) dash Now-at least- we know.
AV Superscript or superior & Asinrnd
/\ Subscript or inferior % Asinll;0
Comma
N
) Apostrophe
v
O Period
. . Semicolon
or
; 4
. or @ Colon
t\(' \0; or f/ $ Quotation Marks
( / ) Parentheses
L / ] Brackets

Question to Author

l Question to author |

oK /7

] Set fanther to the right | Too] far 10 the I
— Align horizontally ffient
—_— align
O Indent this line
CH Begin a new paragraph
»
# Insert a space Put spacdhere
e% #. Space evenly Spu'g’cfc\'cnl)qf here
Incorrect Font Problems
Symbol | Mcaning Example
cap
cop Setin Change nacla to NAELA - or - Changedfiaci)io NAELA
CAPITALS -
TC.
S.C. Setin SmaLL Elder 1 J. 10 ELoer LJ. = or = Chang 4H!ﬂ!) to ELDeR LJ.
CAMITALS e -
,,ZC Sctin Change S6uth to south - or - Cham,mér;ulh to south
lowercase

L‘tal Setin iralic

tal
Change Elder to Elder - or - Changlo Elder

YoM, | Setin roman

om,

Change(@deryo Elder

Setin
b)c boldfuce

Change Clder to Elder - or - (.'lwngn 10 Elder

Wrong font,
W F generally

“'“@‘Eg size - or = Wrong sty Q

Spelling Issues

Symbol

Meaning

Example

NOTE: Larger versions of these proofreading marks
can also be found in the final 3 pages of this
Members’ Packet.

Sp.

O

Spell out / Incorrect spelling

Chang, @ o four percent

l& Law Joumal
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