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l Balmar Solutions in Print

PROOFREADERS MARKS

Delete & Insert

_£  Delete, take ouf}®”

——

. Delete and closeup
4/4 LETTERSPACE
#  Insert spac%more space)
CJ Em quad space or indention
L2l  Let it stand—(all matier above dots)
Punctuation Marks
Period
Comma
Semicolon
Colon
Apostrophe or ‘single quote’

Open quotes

R I ORTENC

Close quotes

Question mark

I

Exclamation point

= Hyphen
( / ) Parentheses
/ -—/ Dash
Style of Type

w;f Wrong
Le et inOWER CASB)or MPWER LAY
qud. SET IN capital letters

Cagps Jp. Lower case with Initial Caps
=
_AC  SET N small capitals

Aom  Set infomanyype

Set in italic type

dal
,% Set inype

Set in bold face type



Paragraphing and Position
1 Movetoright 1
C € Movetoleft
4 Lower (letters f_rl words)
1 Raise (Ietters';'words)
——  Align horizontally
Il Align vertically
<f Begin a paragraph
no 97 No paragraph.;
V177 W Run in
qk—No paragraph indention
" T Transpose lettgyin a word
a, Transposeggnclosed in circle@

Spacing
Z  Close up enZtirely; take out space

v Less~ space™ between= words

#' Insert space

Miscellaneous

Broken type

ln@l (upside-down type)
Push dowryfspace

Spell out CapySmith)
OK *‘with corrections”

or “‘as corrected”’

8
D3 =

Ellipsis

www.balmar.com



