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Svmbol Meanine

- 1l Begin and indent a new paragraph.

Take out a letter, word, phrase, or sentence.

Change a caprtal letter to a small letter,

: Change a small letter to a capital letter.

C Insert a period.

v n Insert a letter, word, phrase, or sentence.

^ Close the gap between letters or words.
\/

Check the spelling.

Insert a comma.

{t q7 Insert quotation marks.

LIl switch positions of a letter or word.

# SPace needed here'

29



Froofreading Syrmbols

rt

-gJ

o

rfj
,fi
{2'y
ruJ
#

Svmhol lu'leaninn: 

-
Begin and indent anev paragraph

Take out aletter,lrord, phnse, orsentence.

Chan ge acapital letterto a.lrnsll letter.

C han g e asmall lett erto a capitol lett er

lnsert a period.

lnseil aletter, wDrd, phrase, orsentence.

Clr:se the gap betveen letterB orvords.

Check the spelling.

lnsert acomma

lnsert quotolion morks

:ikitch poeitions of aletter orruord.

Space needed here.

Writing Rules and Tools
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Writing Process
1. Prewriting
2. Drofting
3. Revising

4. Editing
5. Publishing

Final Copy Top Ten
1. Cursive in inVsingle sided or

worcl processed/double space
2. Center title on top
3. PAND
4. Margin to margin
5. Indent paragraphs
6. Line space at the bottom of the page
7. Single sided
8. Single spaced
9. Neatness counts
10. Number the pages

Draf ting
* PAND your poper
* Number all your pages
* Double spoce
* Morgin to morgin
* Single sided
* Pencil
* Line spdce at end of poge

I

Hand in Order
Finol Copy

+-- Prewriting Proof
Rough Draft€ nuuuIl Urarl

-t ,-t Editor's Checklist4__ Lutlvt o \Jt I

;_-Final Copy<-

Staple in the upper left hond corner.
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