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	delete and close up 
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	space evenly
	[image: image12.png]space,evenly , wheregndicated





	[image: image13.png]



	let stand
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	transpose
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	set farther to the left
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	set as ligature (such as æ) 
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	align horizontally
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	align vertically
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	broken character
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	indent or insert em quad space
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	begin a new paragraph
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	spell out
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	set in CAPITALS
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	set in SMALL CAPITALS
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	set in lowercase
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	set in italic
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	set in roman
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	set in boldface
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	hyphen
	multi-colored
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	en dash
	1965–72
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	em (or long) dash
	Now—at last!—we know.
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	comma
	 So [image: image49.png]>3



 then as So, then
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	apostrophe
	 The dog[image: image51.png]


s collar as The dog’s collar
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	period
	 This is the end[image: image53.png]


 as This is the end.
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	semicolon
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insert semi-colon
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	colon
	 Insert colon
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	quotation marks
	Insert quotation marks, double or single
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	parentheses
	 The diets Atkins, South Beach, and The Zone to The diets (Atkins, South Beach, and The Zone)
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	brackets
	 

	C/S
	comma splice
	The dog ran away, C/S he was a German Shepherd. 

to 

The dog ran away. He was a German Shepherd.

	RO
	run on or fused sentence
	The dog ran away RO he was a German Shepherd.

to

The dog ran away. He was a German Shepherd.

	S-V
	subject-verb disagreement
	She S-V walk funny. 

to

She walks funny.


