Standard Editing Symbols

Here is a list of some common editing symbols universally understood by most writers, editors,
and proofreaders. Use this proofreader’s key whenever you are asked to be an editor.
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Capitalize this letter. Make upper case.

Winston churchill.  come here.

Make letter lower case

Come Here. Solid Agent

Caret: Insert letters or words at this point.

Is lunch r;?éy? the house
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Delete: Eliminate letter or punctuation
indicated.

He iﬁsﬁhe best. 1just know it.

Delete: Eliminate the word or words
indicated.

Hank had two smeatt tiny teeth.

Close up; no space. Join these two words
or letters together.

foo@all proof:read

Separate these words. Insert space

a@ot coni‘bread

Transpose. Switch the words or letters to
the correct place.

switch t€y ground\wordg

Move to point indicated. Circle the
words; arrow indicates insertion point.

(Buring lunchfT had fish”

Add a period.

This is the endo

Add a comma.

After dinner time/)yve ate ice-
cream.

Add semi-colon

Don’t go ther%'t’s late.
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Add colon such asAun, rain, and care.
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Make a new paragraph. .. the end |Now skip a line and
indent five spaces.
@ » Insert quotation marks. y »

Come with me,vshe said.

Stet: Latin for “Let it stand.” Restore
element deleted or retain elements
indicated
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As you lcnoy‘vi&us 1s correct

Write it out.

We have@dogs.
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