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    Proofreader’s Marks

When editing printed text, whether yours or someone else’s, it is a good idea 
to use standard proofreading marks so that everyone will understand what 
action needs to be taken. Below is a table of the standard marks used by 
professional publishers and printers when setting type.

Correction Symbol

Align

Center

Close up space

Delete

Delete and close up space

Insert apostrophe or single quote

Insert asterisk
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Insert colon

Insert comma

Insert dagger

Insert double dagger

Insert em dash

Insert en dash

Insert hyphen

Insert indicated text or correction

Insert parentheses

Insert period

Insert quotation marks

Insert semicolon

Correction Symbol
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Insert slash (virgule)

Insert space

Let it stand

Make subscript

Make superscript

Move down

Move left

Move right

Move up

Run into line

Spell out or correct spelling

Start a paragraph

Straighten line

Correction Symbol
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Instructions
• Use a caret (^) in the line to show where the correction is needed.
• Use both margins—whichever is closer—to indicate the correction to be 

made.
• If more than one correction is indicated on a line, separate the symbols 

with a slash (/).
• For corrections that affect only specified letters, like font changes, 

indicate the letters to be changed by underlining with a series of dots.

Transpose

Use bold typeface

Use italics

Use light typeface

Use lower case letter(s)

Use small cap(s)

Use standard typeface (roman)

Use upper case letter(s)

Wrong font - set in correct typeface

Correction Symbol
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Example
Below is an example of proofreader’s marks as they are used on a 
manuscript page. Use this as a guide when proofreading or interpreting 
markup

.
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Result
© 2004 Exploring the Arts Foundation, a DCI company. All rights reserved.


	Proofreader’s Marks
	Align
	Center
	Close up space
	Delete
	Delete and close up space
	Insert apostrophe or single quote
	Insert asterisk
	Insert colon
	Insert comma
	Insert dagger
	Insert double dagger
	Insert em dash
	Insert en dash
	Insert hyphen
	Insert indicated text or correction
	Insert parentheses
	Insert period
	Insert quotation marks
	Insert semicolon
	Insert slash (virgule)
	Insert space
	Let it stand
	Make subscript
	Make superscript
	Move down
	Move left
	Move right
	Move up
	Run into line
	Spell out or correct spelling
	Start a paragraph
	Straighten line
	Transpose
	Use bold typeface
	Use italics
	Use light typeface
	Use lower case letter(s)
	Use small cap(s)
	Use standard typeface (roman)
	Use upper case letter(s)
	Wrong font - set in correct typeface
	Instructions
	Example
	Result


