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Proof correction marks to be used by authors

Marginal mark

Meaning

Corresponding mark in text

Delete (take out)

/ or HH Cross through

Delete and close-up

Leave as printed (when matter has been
crossed out by mistake)

...... Under matter to remain

Change to capital letters

= Under letters or words altered

Change to lower case letters

Encircle letters altered

Change to bold type

Under matter altered

Change to bold italic type

Under matter altered

Change to italics

Under matter altered

Change to roman type

Encircle matter altered

Replace by similar but undamaged character
or remove extraneous marks

Encircle letter to be altered

/. = Above and below matter to be taken out

"I g eene" "

Insert (or substitute) superior figure or sign ,( or /
Insert (or substitute) inferior figure or sign { oor/
Insert (or substitute) hyphen {oor/
|E_N| Insert (or substitute) dash ,{ or /
@ Insert (or substitute) solidus :( or /
eoe Insert (or substitute) ellipsis :( or /
Z Close-up - delete space Z Linking words or letters
# Insert space | or T Between items
@ Make spacing equal | Between items
1\ Reduce space | or 1\ Between items
— Insert space between lines or paragraphs
&~ Reduce space between lines or paragraphs
L Tanepose L Bt oo,
5 Transpose lines 5
@ Place in centre of line 1C Around matter to be centered
H: ;l Move to the left :J
If, I Move to the right ':
Begin a new paragraph O Before first word of new paragraph
No fresh paragraph here — Between paragraphs
,( (Caret mark.) Insert matter indicated in margin ,(
‘7 J7 \‘7 \% Insert single / double quotes ,( ,(

Remarks
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margin. It is not necessary, nor even desirable, to use the marks for delete and insert when making a substitution. If there is
more than one substitution in a line, place them in the correct order in the margin, and indicate the end of each correction with
an oblique stroke / . Alternatively, continental location marks may be used, but these are to be placed in front of the
corrections, not behind as in the case of the oblique stroke.

The typesetter treats all letters and words in the margin as insertions or substitutions, so - to avoid misunderstanding - any
comments notintended to form part of the text should be encircled.

All alterations should be marked clearly so that there is no risk of misunderstanding; long additions or amendments should be
typed on separate slips and attached. Only really essential alterations should be made at proof stage.

In addition to reading the proofs, please look through your edited manuscript to see if there are any queries from the copy
editor,and if so, answer the queries on the proofs.





