Proofreader

Style of Type

=

Wrong fur@size or style
of type)

lower ,ﬂfase letter

Set in

S fapital letter

SET IN capitals

Set. iném.-r_e"r__'q_';ae with [MT-
TTAL CAPITALS

SET IN small CAPITALS

- SET N SMALL CAPITALS with

ital
Set inomAmty pe
% Set in italic fype

m SET IN ITALIC capitals
Set n}mﬁ_@e_"
Set in Mfgg‘g type
Set in bold CAPITALS
Superiﬁ?ﬁ[&n’h’
Inferior figure &,

o

<@ 0

Position
] gve to right
— [:E"[uve to left
@ ] Center [:'_'_

L1 Lower letters PY]words

</
VN

NY
o) 7
I

i1 Raise lettersz words =/
—— Shaightep type (horizontally) _
I [“Align type (vertically) /%
@ Tranfose 3 {3‘

@ Transpose I[urderi!etterslalur

words)

Spacing

@ ;J,qgert lead (space) between
ines

Take out lead

Close up: take out space
Close up pﬂr‘tl}r:,f: leave
some space

L2000 o

® 0

@ Let it stand (all matter

Marks

, ! -
Equalizespace “hetween

words

Insertion and Deletion
fhef} Caret (insert;marginal

addition,

?‘ Delete {take,i{ out)
€ (Correct Iftter or word

marked

above dots)

Paragraphing
Begin a paragraph
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