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Imsertions (MNote: Put caret mark [A] i text o show
where insertion shoukd go.)

insent period

INSErt COMmma

insert semicolon
insert colon

insert quotation mark

insert apestrophe or single
quotation mark

inser question mark

imsert exclamation mark

insert hyphen

insert en dash

insert em dash

inseri slash

ingernt parenthesis

inserl siuare bracket

insert spﬂo?{mwecn words

insert added text (more than 10 words
or s found on separate sheet. Put a
carel tn origingl text to show where

insert goes; label insert by page no.
{e.g., first insert on p. 12 s “124%

Deeletions and Replacements

delcw#ﬂwmmr or word

close up {(delewe unjlmr.l space)
i

delete and closde u
Eif P

delete and leavegopen

spell our eiecled text (or, if it"s already
spelled out, don’s spell it out)

let stand: intext, all sediesabove
dlIlI!S- [N ]

Type Size and Style

i‘:/ lowarcase f.e:t&r

CApS  GAPITAL LETTER
C'pLﬁ-«' LﬁWERCME with initial capital
e $&L i roman (plain;l

set in itaiic ype

B‘F et in boldface type
.
é,]ﬁ-daﬂ set in boldface italic ty
—

Paosition of Copy

j mave right

[: mave befi

lr._-t IVE Up

L4 move down

j E center

I[ even up lines vertically
—— . .
— evien wp lines horizontally

q— ‘H‘ﬁegin a new paragraph here gr:
Ll_'!fgin a new paragraph here

fm,iﬁ’u Mo paragraph here.
Mar{l Gu_mQ
j or -L- start next line here

:ﬁ\_, or (U IrANSPHISE: rmrdfymar&cd

ﬁ?ﬂiue__r_s)m:urds

:FF/V-'""" atd a blank line {“line space”)



