10.
11.
12.
13.
14.
15.

17
18.
19.
20.
21.
22.
23,
24.
25,
26.
27
28.
29,
30.

31,
32.
33.

34.

35.
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REFERENCE CHART FOR COPY-EDITING SYMBOLS

Abbreviate or use numerals
Boldface

Capitalize

Center

Change letter

Change word

Close up space between words
Close up space within a word
Continues on next page
Delete letter

Delete phrase

Delete punctuation -

End of story

Flush left

Flush right

Ignore correction (Correct as written)

Insert apostrophe

Insert colon

Insert comma

Insert dash

Insert exclamation point
Insert hyphen

Insert letter

Insert period

Insert quotation marks
Insert semicolon

Insert word

Italic

Lowercase (Do not capitalize)

No new paragraph

Separate words
Spell out numbers or words

Start new paragraph

Transpose letter

Transpose words

\l

This line should be set in boldface type.
i M B
An amencan won the nobcl pr:zc

_‘_']Contmued on Page 10
Their hoké is expenﬁv
She received éﬁﬂé‘ gifts.
Their car was @ destroyed
Their children fan outsi Je

They receivc@i the monﬁcy.

They did not use my—umeeéed—er unnecessary words.

They asked if he was safé? OR: They aske{ilf he was safi
### OR:-30- OR:-0-

L The typesetter will begin this line at the left margin.

The typesetter will begin this line at the right margin. 1

Itzé good youte going home.
He set three goalsft:’succcss, health and wealth.
The girb_’} lives with }:fr grandmother.
The sc?rc was 87 to 53 a disaster.
‘Whar I don’t believe 1%4 she exclaimed.
The Neahsfd girl live w1th her mother.
Tl‘lCil’ car {iled to g.rt
John %Kefahs received the scholarship,
™ This is easy:}he said.
Don’ tgf)‘:f]f nee;;!s your help.
Hg writesh poetry.
Some publications set words in italics for emphasis.
The Mayor failed I‘ﬂ arrive.

To generate more publicity, the candidate announced that he
would work at different jobs.>
~ He spent the remainder of his campaign picking tomatoes,
plucking chickens and driving trucks.

Journalists arc}:ritical ot?mlitical gimmickry.

She said@)ecple will go to

Q Another man campaigned on roller skates.
1_His wife explained: “We met at a roller skating rink, and we thought

it would be a fun idea. He’s going house to house, subdivision to
subdivision on his skates, and people remember him.”

Typﬁj‘ts often tranquﬂé] letters.

appily, fhefaccepted the award.




