Handout C502-03

Common Proofreading Symbols

	Symbol
	Meaning
	Example
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	insert a comma 
	[image: image2.png]The mayor's brothey, Itell oy s a crook
A
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	apostrophe or single
quotation mark 
	[image: image4.png]I wouldi¥know where to put this vase.
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	insert something 
	[image: image6.png]Tknow jnfact, everyone knows .
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	use double quotation marks 
	[image: image8.png]N
My favorite poern is Design”
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	use a period here 
	[image: image10.png]This is a declarative sentence





	[image: image11.png]



	delete 
	[image: image12.png]The elephants runk i ereall s nose.
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	transpose elements 
	[image: image14.png]He'Gnippickedthe one he likes.
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	close up this space 
	[image: image16.png]Jordan lost his favorte basket ball
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	a space needed here 
	[image: image18.png]| have only three friendaTed, Raoul, and Alice.
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	begin new paragraph 
	[image: image20.png]“Iknew it | said ™l thought 5o, she replied.
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	no paragraph 
	[image: image22.png]“Iknew it, she said. o FH
“He's no good "






