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Proofreading Symbols 

Symbol Meaning Example 

 
insert a comma 

 

 

apostrophe or 
single 
quotation mark  

 insert something 
 

 
use double 
quotation marks  

 
use a period 
here  

 
delete 

 

 
transpose 
elements  

 
close up this 
space  

 

a space needed 
here  

 
begin new 
paragraph  

 
no paragraph 

 

STET Let it stand 
The proofreader uses this Latin term to indicate that proofreading 
marks calling for a change should be ignored and the text as 
originally written should be "let stand." 

 
 


