Copy editing via symbols

The professional way to edit is by having a copy editor find errors, mark them and expect the
reporter to make the changes indicated. The dassic symbols shown here are used in copy editing
and proofreading. Both reporters and editors should memaorize and use these marks,

il - Indent for paragraph
{The lesding sonrar - Begin new paragraph

theﬂnwrihﬂu_ll-: - Mo pamegraph—mun in
redit goea to Jean, |

Eymeburat SR | . Transpose

@ - Change to numerals
&0 - Spell out
(Decambades - Abbreviate

(Do menther -Don't abbreviate

mited staten of Amerdon - U ppercase

Thepacher requires = Lowercase

the BYi ers - Remove space

suzdaled " - Insert space

ihn—ﬂpd‘-inﬂf - Betain {means "let it stand”)

The mli;;al-ﬁm'ph - Insert word

pie = Inzery
mn@?h - Delete and close up
brs. Langay ho = Insert comma
tha nmi’t.nm - Insert apostrophe
g said that?B - Insert quotation marks
o @ - Period
= - Hyphen
— - Dash
The tile £ - Center
by Ellen Godii | - Flush right
[Exsmple - Flush left

@ o - Fnd sign
MORE -or- Add 1, ete. - Mark hard copy of more than one page
Heading - Purt in boldface type
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The professionai way to edit is by having a copy editor find errors,
mark them and expect the reporter to make the changes indicated. The
classic symbols shown here are used in copy editing and proofreading.
Both reporters and editors should memorize and use these marks.



