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Proof Reading and Editing Guide

	Symbol
	Explanation

	


    m   M  


	Does this word need a capital, or is it wrongly capitalised?

	

	What punctuation is missing here? Comma, full stop, question mark, exclamation, speech marks, apostrophe.

	
thay


	Check this spelling.

	

	Is a word or phrase missing?

	Then

	Can you find a better word?

	[

	New paragraph needed.

	?  ?

	Does this make sense?

	In     stead

	Join these words.

	(          )


	Words not needed.

	see me

	Please see me.














