Common Editors’ and Proofreaders’ Marks

These are standard marks to indicate deletions and corrections to a manuscript. There are variants to
these marks; just be consistent in what you use and how you use them.

é\ Insert period

/3\ Insert semicolon

/-'\ Insert exclamation mark

/=\= Insert hyphen, used in text

¢ )
V'V Insert quotation marks

[ )

]
'fAl Insert en-dash

@ Italic, used in text
—-@ Boldface, used in text

—= Small caps, used in text

1

Caps, used in text

"\

Caps and small caps, used in text
* Insert space

N Superior/superscript

-—F Delete

/ Used in text to show deletion or substitution

A\

A

Insert comma

Insert colon

Insert question mark

Insert hyphen, used in margin

Insert apostrophe

Insert em-dash

Italic, used in margin

Boldface, used in margin

Small caps, used in margin

Caps, used in margin

Caps and small caps, used in margin

Insert pound (number) sign

Inferior/subscript

Delete and close up

Lowercase, used in margin

Sl



C °'1 Brackets, used in text et T Brackets, used in margin
A N

£ o ¥ Parentheses, used in text \oan ™ Parentheses, used in margin
N
A
/U Transpose, used in text te Transpose, used in margin
ﬁP Spell out ter) Shorten (abbreviate or use number)
ﬁ Center vertically :H: Center horizontally
e : . . P
gcms Something omitted, see manuscript — Close up
/\ Caret, general indicator to mark correction ‘Lb_'d Mark off or break, start new line
**% nsertellipsis tfﬁ’ Insert added or missing text
A A
# T o
»f 2 Delete and leave open \'ine ¥ Add a blank line (line space)
N
fs’(&m’:f’
Let it stand, used in text sie:l" Let it stand, used in margin
j Move right E Move left
[l Moveup LJ Move down
Join (no paragraph. Used with circled text, 7} Paragraph
can also indicate carryover to next line or

carryback to preceding line)



