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NOTE The letters M and P in the notes column indicate marks for marking up copy and for correcting proofs respectively.

Group A: General
No. Instruction Textual mark Marginal mark Notes
A1 End of change None

or solidus followed by a
circled number bottom
right

x2

P
Make after every
change that is not an
insertion or deletion,
i.e. followed by B1
(This is identical to B4)

Use circled number to
indicate number of
times same change is 
repeated in the same
line without
interruption

A2 Leave
unchanged under characters to

remain

M P

A3 Push down risen
spacing material

Circle blemish P
For hot metal only

A4 Refer to
appropriate
authority
anything of
doubtful
accuracy

Circle word(s) affected P

Group B: Deletion, insertion and substitution
B1 Insert in text the

matter indicated
in the margin

New matter followed by

or

x2

M P
Use circled number to
indicate number of
times same insert is
repeated in the same
line without
interruption

B2 Insert additional
matter identified
by a letter in a
diamond preceded by, for

example,

M P
The relevant section of
the copy should be
supplied with the
corresponding letter 
marked on it in a
diamond, e.g.
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No. Instruction Textual mark Marginal mark Notes 
through single
character, rule or
underline

B3  Delete

or

through all characters
to be deleted

or

x2

M P
Use for deletion at the
beginning or end of a
word and where no
space is to be left in
place of deletion. Use
circled number to
indicate number of
deletions in the same
line without
interruption

B4 Substitute
character or
substitute part
of one or more
word(s)

through character

or

through all characters

new character

or

new characters

M P

B5 Wrong font.
Replace by 
character(s) of
correct font

Circle character(s) to be
changed

P
Use to indicate wrong
typeface or size

B6  Change
damaged
character(s) or
remove
extraneous
marks

Circle character(s) to be
changed or mark(s) to
be removed

P

B7 Set in or change
to italic under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B8 Change italic to
roman/vertical
type

Circle character(s) to be
changed

M P

B9 Set in or change
to bold type under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B10 Change bold to
non-bold type

Circle character(s) to be
changed

M P

B11 Set in or change
to bold italic
type under character(s) to be

set or changed

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead
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No. Instruction Textual mark Marginal mark Notes 
B12 Change to non-

bold and non-
italic

Circle character(s) to be
changed

M P

B13 Set in or change
to capital letters under character(s) to be

set or changed

B14 Set in or change
to small capital
letters

under character(s) to be
set or changed

B15 Set in or change
to capital letters
for initial letters
and small
capital letters
for the rest of
the words 

under initial letters and

under rest of words

M P
Where space does not
permit textual marks,
or for clarity, circle the
affected area instead

B16 Change capital
letters to lower
case letters

Circle character(s) to be
changed

P

B17 Change small
capital letters to
lower case
letters

Circle character(s) to be
changed

P

B18 Turn type or
figure

Circle type or figure to
be altered

180 P
Use circled number to
give number of degrees
of rotation, e.g. 180 

B19 Substitute or
insert character
in ‘superior’
position

through character

or

where required

or

under character

e.g.
2

or
2

B20 Substitute or
insert character
in ‘inferior’
position

through character

or

where required

over character

e.g.
2

P
Do not use additional
insert or substitute
mark with these marks

B21 Substitute
ligature, e.g. ffı,
for separate
letters

through characters
affected e.g.

P

B22 Substitute
separate letters
for ligature through characters

affected

Write out separate
letters

P

ffi



 

�    

  ¦    

No. Instruction Textual mark Marginal mark Notes 
B23 Substitute or

insert full stop
or decimal point

through character

or

where required

M P

B24 Substitute or
insert colon through character

or

where required

M P

B25 Substitute or
insert semi-colon through character

or

where required

M P

B26 Substitute or
insert comma through character

or

where required

M P

B27 Substitute or
insert
apostrophe

through character

or

where required

or

B28 Substitute or
insert single
quotation marks

through character

or

where required

or

and/or

or

B29 Substitute or
insert double
quotation marks

through character

or

where required

or
and/or

or

M P
Do not use additional
insert or substitute
mark with these marks

B30 Substitute or
insert ellipsis or
leader dots

through character

or

where required

M P
When used as leader,
give the measure

B31 Substitute or
insert hyphen

or

through character
or space

where required

M P
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No. Instruction Textual mark Marginal mark Notes 
B32 Substitute or

insert rule through character

or

where required

M P
Give the size of the
rule in the margin
mark e.g.

1N

! !

4mm

B33 Substitute or
insert oblique through character

or

where required

M P

B34 Insert
underline

Circle characters/words Circle horizontal line M P

Group C: Positioning
C1 Start new

paragraph
M P

C2 Run on (no new
paragraph, no
new line)

M P

C3 Transpose
characters or
words

between characters or
words

M P

C4 Transpose a
number of
characters or
words

23 1 2 31
M P
Use when the
sequence cannot be
clearly indicated by
the use of C3

Circle numbers to
prevent them being
typeset 

C5 Transpose lines M P
Extend rules the full
length of matter being
transposed

C6 Transpose a
number of lines

2

3

1

P
Use when the
sequence cannot be
clearly indicated by
the use of C5

Circle numbers to
prevent them being
typeset 
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No. Instruction Textual mark Marginal mark Notes 
C7 Centre M P

C8 Indent or move
beginning of
line(s) to the
right

C9 Cancel indent or
move end of
line(s) to the left

M P
Draw vertical lines of
mark to show position
to which character(s)
are moved

C10 Set line justified
to specified
measure

and/or
P
Give the exact 
dimensions when
necessary

C11 Set column
justified to
specified
measure

M P
Give the exact 
dimensions when
necessary

C12 Unjustify

or

M P
Use mark on side of
line/column to be
unjustified

C13 Move specified
matter to the
right

C14 Move specified
matter to the left

P
Draw vertical line to
show position to which
matter is moved

C15 Take over
character(s),
word(s) or line to
next line,
column or page

P
The textual mark
surrounds the matter
to be taken over and
extends into the
margin

enclosing matter
to be centred

enclosing matter to
be moved to the right

enclosing matter to
be moved to the left
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No. Instruction Textual mark Marginal mark Notes 
C16 Take back

character(s),
word(s), or line
to previous line,
column or page

P
The textual mark
surrounds the matter
to be taken back and
extends into the
margin

C17 Raise matter

over matter to be raised

under matter to be
raised

P
Give the exact 
dimensions when
necessary

(Use D8 for insertion of
space between lines or
paragraphs in text)

C18 Lower matter

over matter to be
lowered

under matter to be
lowered

P
Give the exact 
dimensions when
necessary

(Use D9 for reduction
of space between lines
or paragraphs in text)

C19 Move matter to
position
indicated

Enclose matter to be moved and indicate new
position

P
Give the exact 
dimensions when
necessary

C20 Correct vertical
alignment 

P

C21 Correct
horizontal
alignment 

Single line above and
below misaligned
matter

e.g.

misaligned

P
The marginal mark is 
placed level with the
head and foot of the
relevant line

Group D: Spacing
D1 Close up. Delete

space between
characters or
words

linking characters
M P

D2  Insert or
substitute space
between
characters or
words

through character
or

where required

M P
Give the size of the
space to be inserted
when necessary 



 

�    

  ¦    

No. Instruction Textual mark Marginal mark Notes 
D3 Reduce space

between
characters or
words

|
between characters or
words affected

M P
Give amount by which
the space is to be
reduced when
necessary

D4 Make space
equal between
characters or
words in entire
line

|
between characters or
words affected

M P

D5 Insert or
substitute thin
space

through character

or

where required

M P

D6 Insert or
substitute fixed
space

through character

or

where required or

2pt M P
Circle numbers to
prevent them being
typeset 

D7 Close up to
normal interline
spacing each side of column

linking lines

M P
The marks are in the
margin

D8 Insert space
between lines or
paragraphs or

M P
The mark extends
between the lines of
text. Give the size of
the space to be inserted
when necessary 

D9 Reduce space
between lines or
paragraphs or

M P
The mark extends
between the lines of
text. Give the amount
by which the space is
to be reduced when
necessary
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