To be a good proofreader, look for one type of error at a time. For example, proofread
once for capitalization errors, once for punctuation errors, and once for spelling errors.

PROOFREADER’S MARKS
Capitalize. /X" Replace something.
Add a period. % Transpose.
Add something. O Spell correctly.
Add a comma. # Indent paragraph.

Add quotation marks. 7/ Make a lowercase letter.
Cut something.

~

9909929009009 290090200090000000209 003

| DIRECTIONS Proofread the business letter, paying special attention to capitalization and
punctuation. Use the Proofreader’'s Marks to correct at least nine errors.
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