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STANDARD PROOFREADING MARKS

In correcting your own work, you'll find it helpful to use the following standard
copy editing and proofreading symbols—the same marks an editor will use in
preparing your writing for publication.

Delete Space

Let it stand Period

New paragraph Lower case

Insert Upper case

Spell out word
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Transpose Aﬁ Spelling incorrect



SAMPLE SUBMISSION FORMA

1" margins top and bottom
Name .

Do not les if you'
et o not use staples if you're
Gity/State/Zip submitting by USPS.

I
Email
Use 12-point Times New Roman
font for all manuscripts.
(Center title 5” from top of page)
I
Tan—E « Use all capitals
by (Your Name)
indent 5 spaces e
— > “Fiurry, Carrie! Dad needs us!” 1” margins both sides
I glanced up at the clouds growing darker by the second as I tned to catch up with Tommy. Dad’s voice came
» out as a near whisper over the howlmg wind gusts. I caught something about one of the new calves being ready to
be bom. Tommy reached the bam door first. I got there a half a muimmute later, both of us out of breath. Double spaced
“I need you two to help get the stall cleared and fresh straw spread out in the inside comer Maebelle 15 r
(1" margms top and bottom)
—
LAST NAME, Manuscript Title page 2
4 lines down l

“Camie, you sweep the floor I'll get the bale of fresh straw,” Tommy said. He grabbed the closest bale
* and
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