
COPYREADER'S SYMBOLS 

Everyone connected with a newspaper or magazine 
office-from editor to printer-needs to be thoroughly 
familiar with the copyreader's symbols. They are the 
shorthand of journalism. They indicate corrections 
tersely and convey to the printer just how the copy 
should be handled. 

Standard symbols used in editing and copyreading 
are shown on the following page. 
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EDITING AND COPYREADING SYMBOLS 

MARK MEANING HOWVSED Bl!StlLT IN PIIINT 

.:::::=.. Capitals. ~minute THIS minute 

- Small caps. this minute THisminute --- Italics. thi• lllinute this minute ---
~ Boldface. .... Ar:_ ~ thi■ llinute this mlnu1e 

~ u-- Initial letter ~• llbrilte THIS minute 
and cap$, 

"°,Y\- L New paragraph Saturday:. /Thi■ Saturday. 
lllinute This minute .•. 

A Insert, thi■ ➔• this minute 

I Lower case. thi■ )Anute this minute 

e rt X Period. thi■ minute 11 this minute. 

-') Comma. thi• lllinutr,- this minute. 

{, Apostrophe. thia minutt. this minute's 

~ \Y Quotation marks. "'thi■ nry minute~ "this very minute" 

/'""\__J Transpose words. ~ this minute 

(fl Transpose letters. thi■ ~• this minute 

I Leave space. th1'f1»ute this minute - Close up space. £.hi• minute this minute -.., 

0 Spell out word. tbi■E) this minute 

0 Spell out number. (Vdnute■ seven minutes 

0 Abbreviate. S~oumta) 6 lbs. 

0 Set in figures. @lb■, 6 lbs. 

X Delete letter. thi■ m1Jput. this minute 

------- Bridge over material. thi~ute this minute 

~ Set in type thouf.h ~ 
previously cance ed. thi■ ~ minute this very minute 

z_ No paragraph. Run in e:ad■ today.::, ends today. This is ••• with preceding matter. C..,hi■ 't■ • . . 
::J C- Center indented matter, J The Right Jlinute C. The Right Minute 

{P-~3b This is the end of copy: - jtJ-


