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Vanier Catholic Secondary

Standard Editing Symbols

Misspelled word.

SP@ word.

Capitalize this letter. Make upper case.

Jean vanier. amen.

Make letter lower case.

Come fere.

Caret: Insert letters or words at this point.

a.
Is lunch rg\dy?

Delete: Eliminate letter or punctuation
indicated.

He ispthe best. I)}ﬁt-know it.

Delete: Eliminate the word or words
indicated.

Hank had two smael tiny teeth.

Close up; no space. Join these two words or ~
proof read

letters together. v

Separate these words. Insert space corr{bread

Transpose. Switch the words or letters to the
correct place.

Switch Mg

Move to point indicated. Circle the words;
arrow indicates the insertion point.

Buring |unchl had fish?

Add a period.

This is the endg

Add a comma.

After dinner timc;.\we ate ice cream.
J

Add a semi-colon.

Don't go there,it’s late.
2

Add colon.

..such as,sun, rain and wind.
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Make a new paragraph.

..the end‘ﬂNow skip a line and indent

five spaces.

Insert quotation marks.

" R
VCome with me\,/Jesus said.

Stef

Stet: Latin for “let it stand”. Ignore the
proofreading mark used.

SHeA
As you knowis is correct.

Write it out.

We have@ogs.
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