
smal l revolut ion.com

PROOFREADING
M A R K S  &  S Y M B O L S CHEATSHEET

Begin new paragraph

Capitalize a letter

Use a lowercase

Close up space

Delete and close up

Delete / Remove

Change the order

Spell Out

Don’t Change / Stay

Make Equal Space

Wrong Font

Set as Bold

Set as Italic

Center

Move Left / Right

MARKS/
SYMBOLS

MEANING EXAMPLE
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MARKS/
SYMBOLS

MEANING EXAMPLE

Add / Insert

+ period

+ comma

+ space

+ colon

+ semi-colon

+ hyphen

+ apostrophe

+ quotation marks

+ question mark

+ exclamation mark

+ parentheses

+ brackets

+ en dash

+ em dash


