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Items well done:
1.
2.
3.

Proofreading and Editing Symbols

éi"-f;;i‘-e':‘sted below are the most common proofreading symbols, along with explanation and
examples of each. R
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¥ Symbol Explanation of the Symbol Example
! 4‘- Begin a new paragraph «x He explained the rules of
: = Capitalize a lowercase letter Henderson middle School
{0 / Use a lowercase letter great skiing trips in the Mter
i AorV Insert a missing word, letter, or My friend Joehclansew green car.
¥ punctuation mark 1
\
~
E,f C Close up space Somt body will help you soon.
\! N . R
\1 \_,QJ/- Delete and close up taught my sister ethﬂﬁétte
\ o
\ L~ Delete a word, letter, or punctuation mark Joy gave.mtgfc;o many reasons.
S Thirty
.“'ﬁ_ Spell out @the B&inches of fabric
N Ln Change the order of letters or words In the ﬁ:ﬂsh of leaving, he forgot
; @ Move the circled words to the place
\ marked by the arrow (write trin the
margin.)
; @ Add a period The problem was easily solved@

1
: /\  Addacomma Wegj‘l’ll gii}’/e it a chance.

# Add a space Toni usedthe money to start

N I Add a colon The letter read:l “Dear Mr. Yen”

N I Add a semicolon I'll help you now,'] it's not hard.

A Add a hyphen lives on Twenty/-\third Street

)
\% Add an apostrophe Jonathanvé new computer

(«
N2 {n/ Insert quotation marks Sally said\,/Good morning\.?'

Proofreading symbols are used to identify mistakes and to state the needed correction.
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