GCSE Business and Communication Systems

NAME:

CORRECTION SYMBOLS

For each symbol identify the correct definition and enter its number in the first column.
The first one has been done for you.
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scekt

Insert acharacter or word(s) into
the text where indicated

NP 1/

Close up the space between words
or characters where shown

FI

Change the word or phrase
indicated into capitals

Insert additional materia (from
another source) where indicated

Remove the paragraph break
aready in the text

Change the indicated character(s) to
lower case |etter(s)

Insert a hyphen between the
characters or words where indicated

Change the order of the words as
indicated

Change the word or phrase
indicated to spaced capitals

O O N OO W NP

Delete the word(s) or character(s)
indicated in the text

=
o

Insert a space between the
characters or words indicated.

Let the origina version stand. Do
not change anything.
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Ers

Change the indicated character(s) to
upper case or capitd letters

=
w

Ca’:S

Insert anew paragraph as indicated
in the text

=
AN
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