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Indication in proof

Set in boldface type.

Make thisLetter lowercase.

make this a capital letter.

Set in small capitals.

Trpose characters .

Set as superscript (or superior) characters . +3

Straighten type horizontally.

Straighten type
vertically.

1 Move type to left.

Move type to right . Also used in this position .

Indent the paragraph .

Run on material set
on separate lines.

Break Set what follows on a new line .

Several corrections to be mad in oneline are separateA
by slashes .

If you have crossed out something by mistake, write
"stet" in the margin and put a row of dots under the
material to be retained . (" Stet" = " Let it stand .")

Circle anything written in the margin which you do not
want set in type .

JAN 80-500
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CORRECTING PROOF
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Insert period

Here insert comma.

Insert semicolon

Insert colon^
Insert em dash a mark of punctuation used to separate

interjected material from the rest of the sentence.

Insert en dash , as shown in pages 8486 .A
Insert opening parenthesis needed in this place).

Insert closing parenthesis (needed in this place.

Insert opening bracket . -EDITOR ]

[Insert closing bracket . -EDITOR

Is a question mark to be printed Unless it's labeled
"set" or "print question mark , " the printer may
think it indicates a proofreader's or editor's query.

^

Insert the apostrophe missing in the authors proof.

Insert anopening" quotation mark .

Insert a " closingquotation mark.

Ifa singlequotation mark is to be inserted , it's wise to
identify it in the margin so that it won't be confused
with an apostrophe . The marks are identical in many
type faces , but not in all . Similarly , an apostrophe ap
pearing in a position (e.g. , at the beginning of a word)
where it might be mistaken for a quotation mark
should be labeled in the margin .
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Insert the missing letter.

Ifan insertion is to be made at the beginning or the end
of a word , it's a good idea to add " hooks" to the cor
rection in the margin , particularly if what is inserted
might be read as a complete element in self.

Insert word written in the margin .

Substitute word written in the margin for the one set in
proof.

Substitute the letter written in the margin for the one set
inproof.

Delete the unwanted or unnecessary material.

Delete the unwanted character and close up space.

Delete the erroneously/printed character and do not
closeup.

Close up an unwanted space.

Insert omittedspace .

Equalize space in the line.

Reset broken letter .

Reset type set in wrongfont .

Set in italic type.

Set in roman type.
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OFFICE OF THE EDITOR

Galley proof (or first proof)

To the symposium contributor :

Enclosed you will find two sets of galley proof (or first proof )
and the manuscript copy from which the compositor has set the type .
Please observe the procedures described below , and return your corrected
proof to : Mrs. Carol P. Olsen.

1 .

Madison . WT¹ . 53715

no later than November 21. 1980
to meet this deadline , inform us immediately .

2.

3 .

4 .

Telex 26-5452

5.

The University of Wisconsin Press
114 North Murray Street

November 6 , 1980

8.

If it is impossible for you

Return the set of proof labelled Author ( the Extra set is for your
files ) , and sign the authorization form stamped on the first page.
of the proof.

Read the proof carefully , word for word ( including punctuation )
against the manuscript copy .

Make all corrections on the proof ; strike out the error where
it occurs in the line and write the correction legibly in the
margin . Do not make any marks on the manuscript .

Because alterations in proof are expensive , please do not make
any changes except to correct errors . Mark with the designation
AA any changes that do not result from printer's errors .

In galley proof , please indicate in the margins of the proof
locations of tables , graphs , maps , illustrations , and similar
material .

6. If you have any questions about the proof , please write them on
a separate sheet of paper accompanying the proof , not on the
proof itself .

7. Return the foul manuscript with the corrected galley proof .
Return the answered sheet of proof queries .


