Proofreading and Editing Symbols

. Proofreading symbols are used to identify mistakes and to state the needed correction.
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Chapter 1

Building Proofreading Skills in Spelling

Spelling mistakes can prevent others from seeing your great ideas in print. This chapter will
help you learn to avoid common spelling errors through a variety of carefully selected activities.
Many spelling mistakes come from careless haste. Whenever you write, proofread your paper
not only for difficult words, but also for simple, ordinary words that you may have misspelled

through carelessness.

How to Improve Your Spelling of Particular Words:

A0~

Find out what your personal spelling demons are and conquer them.
Keep a good dictionary nearby to use whenever in doubt.
Pronounce words correctly; this will help you write them correctly.

Get into the habit of taking a good look at new or difficult words.

Develop your own memory device (called a mnemonic) for difficult words.

PRETEST: Each item below gives four possible spellings of a word. Read the words, and circle

the letter of the correct spelling.

Sample:

a. apoligize

1. a. formela

2. a. concession

3. a. gratfull

4. a. annoience

5. a. hastily

6. a. triplacate

7. a. justefid

8. a. stabillaty

Name

apologize

T

. fourmula

. concesion

. grateful

. annoiance

. hastilie

. tripleacate

. justified

. stabbility

(2]

. eplogize

c. formula

c. consetion

O

. greatful

C. anoyence

c. hastely

c. triplicate

c. justifyed

c. stabilaty

d. epoligize

d. foremulla

d. consession

d. gradeful

d. annoyance

d. hastyly

d. triplicte

d. justifeyed

d. stability

Building Proofreading Skills

6

©1999 by Incentive Publications, Inc.
Nashville, TN.



Building Proofreading Skills in Spelling

> and ei Spelling Errors

Rule 1: Write ie when the sound is long e (grief, believe, relief), except
after ¢ (deceive, receive, conceive). Exceptions: neither, leisure, seize

Rule 2: Write ei when the sound is not long e, especially when the sound is long a
(sleigh, foreign, freight). Exceptions: friend, mischief, soldier

ACTIVITY: Proofread the following paragraph. Add either je or eito complete the words.

Sample:

The foreign soldier accidentally dropped his shield in the field.

Recently our n___ghborhood held its annual picnic in the baseball
f___Id near the ch___f of police’s house. We ate lots of food—
w____ners, corn on the cob, and p____ces of cake. Some of the people

started playing w____rd games, combining softball and soccer. While
we were playing ball, the misch___vous children said they saw a
th___frace through the picnic area and rel___ve us of all the
sandwiches. My n____ce did not bel__ve them, so she began to give
the children gr____f. One of her fr____nds said that he saw the real

th___ ves.

Suddenly, the smiling children returned the sandwiches, and we
enjoyed the rest of our |___sure time. At the end of the afternoon, our
grandfather presented special ach___vement awards

to all except the “misch___ vous” children.

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

-able and -ible Spelling Errors

Because the -able and -ible endings usually sound the same, sound is not a good clue to use
when deciding which spelling to use. A good general rule to remember is that -able occurs more
often as a suffix than -ible.

Rule 1: If the word ends in a consonant followed by an e, the e is dropped before
adding -ible or -able. Exceptions: words ending in ce or ge, such as
noticeable and knowledgeable.

Rule 2: If a word ends in y, add the suffix -able, not -ible. The y will change to j as in
reliable, or it will drop as in charitable.

the letter of the correct spelling.

Name

ACTIVITY: Each item below lists four possible spellings of a word. Read the words, and circle

Sample:

a. charartible charitable c. charatable d. charitible
1. a. iratible b. irritable c. iritable d. irratable
2. a. relieable b. relible c. relyable d. reliable

3. a. reducible b. reducable c. reduceable d. reduceible
4. a. legable b. leggible c. legible d. leggable
5. a. comvertable b. convirtible c. convertable d. convertible
6. a. misrible b. miserable C. misrable d. misarible
7. a. respectable b. respectible C. respecable d. respecible
8. a. incredable b. increable c. incredible d. increible
9. a. imaginible b. imagenable c. imaginable d.  immaginable
0. a. indisputable b. indesputible C. innisputable d. indisputible

Building Proofreading Skills
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Building Proofreading Skills in Spelling

Aant, -ent, -ance, and -ence Spelling Errors

In words with the -ant, -ent, -ance, or -ence endings, sound is not a very good clue to the
spelling of the ending. There is, however, a good way to remember whether a word is spelled
with -ant or -ent, or whether it is spelled with -ance or -ence. Look at the following word pairs:

assistant—assistance intelligent—intelligence

The words in each pair are related in meaning and in spelling. So, if you are uncertain about
whether the spelling of an ending is -ant or -ent, or -ance or -ence, think of the related word.

ACTIVITY: Proofread the following paragraph, using -ant, -ent, -ance, or -ence to complete the
words. Write the correct letters in each blank.

Sample:
The opening number in the award-winning musical was quite magnificent.

When our test scores were returned last week, Mr. Thomas announced that

we had made signific improvement. He was pleased with our overall,
brilli scores. For the first time ever, Mr. Thomas filled our class with
unbelievable confid . He also attributed part of the results to our

outstanding attend record.

Louise remarked, “Mr. Thomas, we all feel that your pati has
contributed a great deal to our ability to learn this year.”

Another student stated gleefully, “Without your assist in algebra, we
would not feel as confid

“Students,” Mr. Thomas replied, “your intellig has been there all
along. I'm just so glad that | could help all of you realize your true,
magnific ability.”

BONUS:

Write a few sentences or a short paragraph using words ending with -ant, -ent, -ance, and
-ence. Spell some of the words correctly and some incorrectly. Then, exchange papers with a
classmate to proofread.

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

-ary, -ery, and -ory Spelling Errors

Sometimes the sound of the ending is a good clue to its spelling, as in dormitory and
ordinary. In many words, however, the vowel sounds are unaccented, and thus the sound is not
a good clue to its spelling, as in battery and summary. Hint: Most of the time adjectives use the
-ary ending, as in revolutionary, and nouns use the -ery ending, as in scenery.

An Unusual Tour

Calinda and her sister Frieda arrived at the cemet at 2 p.m. The tour of
the city would begin there. The scen was beautiful, although the
tempor shelter that had been erected at the site was very ordin :

Calinda wondered what kind of sal the tour guides earn. Their tour

guide seemed to have an extraordin amount of knowledge about the

hist of the city. The guide began telling Frieda and Calinda about the
myst concerning one of the graves.

Apparently during the time of the Revolution____ War, a man was accused
of creating a forg_____ of a document. The man was believed to have been
caught, killed, and buried in the cemet_____. However, when the grave was
excavated much later, no body was found in the coffin.

After listening to the mysterious tale, the two sisters then toured the
laborat_____ of a well-known scientist. Later, they visited a building that was
used as adormit______ for a private school. The girls thoroughly enjoyed their
visit. They vowed to return even as they passed the bound_____ of the old city
and set out toward home.

Name

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

lling Homonyms Correctly

Below is a list of commonly used homonyms (words that sound the same, but have different
spellings and meanings) of which proofreaders need to be aware.

their to rain
there too reign
they’re two rein
coarse threw pear
course through 4 pair
stationary capital who’s
stationery capitol whose
principal your

principle you're

—

ACTIVITY: Proofread the sentences below. Correct the misused homonyms, using the
proofreading symbols, (see page 5) to insert or delete letters as needed.

Hint: When choosing a homonym, always think about what the word means in the
sentence.

Sample: /'5}',

Who s]\reference books are these on the table in the library?
\ )
(2

1. The principle corrected the students in the hallway by repeating one of the golden
principals.

2. Will you please pass the pear of gloves lying near the jar of pairs on the table.

3. Jill wrote her letter on the new lavender stationary since she had to remain stationery in
her room for the afternoon.

4. To many children are going two several events during the too days of the festival.

5. Their are often too many students going to they’re lockers when there supposed to be
in there classes.

6. Remember to use a capitol letter when spelling Washington, D.C., our nation’s capitol.

7. Foryou're science test, your required to learn the parts of a flower.

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

Spelling

ACTIVITY: Each item below gives three possible spellings of a word. Read the words, and circle

Sample:

10.

11.

12.

13.

14.

15.

16.

the correct spelling.

trater

. athelete

library
February
govenor
angal
arthur
sincerely
rythm
unusual
musel
tomatos
photoe
separate
pressence
omited

aukward

BONUS:

Make a list of ten words that you misspell often, spelling them incorrectly. Then give the list to
a classmate to proofread and correct.

Name

triater

athalete
libeary
Febuary
govener
angle
author
sinserely
rhythm
unusal
mussul
tomatoess
foto
seperate
presence
omitted

awkword

athlete
libary
Febrary
governor
angol
althur
sincerly
rhithm
unusuall
muscle
tomatoes
photo
sepparate
prescence
ommitted

awkward

Building Proofreading Skills
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Building Proofreading Skills in Spelling

elling

ACTIVITY: Proofread the following phrases. in most of the phrases, there will be one misspelled
word. Underline the misspelled word and, in the blank provided, write the word
correctly. If there are no misspelled words, write none in the blank.

Sample
at the new Olympic Stadium in Atlanta none

—

. must tell people of your true fellings

think carefully about your own writting

the unusual statement of porpose

refusse to be closely involved

to discover her own natural ability

enables the large, beautiful bird to fly

his unbiased political opinon of the candidate

due north of metropolitin Chicago

to talk Carlos out of atending the football game

©c © o N o o > W D

b

the old ferosious lion in the zoo

—
—

. destined to win the state championship title

12. seemed totally asttonished about the murder

13. intervue the anxious applicant at the office

14. tall, muscular, intense marshell at the jail

15. caught a quick glimse of the movie star
((M

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Buil@}ﬁg Proofreading Skills in Spelling

Spelling

ACTIVITY: Proofread each sentence carefully and circle the misspelled words. Then write the
correct spelling on the blanks provided. You may not need all of the blanks.

Sample: )
At thethey served delicious ham sandwiches. delicatessen

1. The Atlanta Braves’ uniforms have a red -
tomahwak on the front.

2. On this particuler evening, we went to the
nearby restaurant to eat steak and potatoes.

3. The old woman beleived that the pathetic
begger was truly in desperate need.

4. The county ambulence raced quickly to the
tragic scene of the traffic accidant.

5. One rhinoceros was slautered for his valuable horn.

6. When the two old friends met, they sat and
began to reminise about their childhood.

7. The magnifisence of the sunset was indescribable.

8. The temperature in the Artic was extremely
friggid all year long.

9. | wonder if that animal | saw in the woods was a
racoon or an opossum.

10. Is a canteloup considered a vegatable or a fruit?

11. The clever theives were thorogh when they robbed
the house.

12. Ashley and her freind finaly decided to go to the movies.

Name

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

o

elling

ACTIVITY: Proofread the following paragraphs for spelling errors. Circle the misspelled words
and then, on the line provided, write the correct spelling of each word.

Sample:

The employees at Della’s Gift Shop were wonder ful
treated to a dinner partyaH employees who honoring

had served over five years.

Snakes

Snakes are in the repitile family and are closely related to

lizards. They are covered with numberous small scales, which are

overlapping. They have moveable eyelids and external ear

openings. They use their toungues to smell. The smallest snake is

' 8-12 inches long and the largest meausures about 8 feet.

Snakes are carniveres, which means they are meat-eaters.

They find their pray by smell and sight, but they don’t see well.

They eat their prey whole. Some snakes kill by constrition, some by

prompt swalowing, and others kill by poisoning. Their jaws aren’t

atachhed and this helps them swallow their food. Their teeth also

aid them in eatting. Many snakes eat rats and mice, and it may

take 4—-6 days to digest a meal. Some snakes are beleived

to be able to go two years without food.

From: Effective Language Arts Techniques for Middle Grades, by
Brenda Opie and Douglas McAvinn, Incentive Publications,
Nashville, Tennessee, 1995.

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Spelling

Spelling

ACTIVITY: Here's a real challenge in proofreading for spelling errors! First, look at the list of
words below and circle the correct spelling of each word. Next, read the sentences
and, in the blank provided, write the correct spelling of the word that best completes
each sentence.

proceed OR prosede
recieved OR received
circuit OR sircuit.
exceed OR exsede
voloenteered OR volunteered
prospector OR prospecter
sucede OR succeed
miserible OR miserable
patiance OR patience
divisible OR divisable
excelerate OR
Sample:
The car began to __accelerate _ rapidly down the road.

1. The electric was overloaded and caused a fire.

2. How will the meeting without our chairperson?

3. Munga wanted to

Maria as Henderson student council president.

10.

Name

The police officer warned us not to

the speed limit in her town.

Please demonstrate your

Is the number 56

by 8 or 67

Natasha was certainly

Umar, our exchange student from Saudi Arabia,

The

When | attended the Garth Brooks concert, he

while waiting for your appointment.

after her appendectomy.

to help us.

went into the Rockies and struck gold immediately.

a standing ovation.

Building Proofreading Skills
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Building Proofreading Skills in Spelling

spelling

‘ACTIVITY: Proofread the following paragraphs for spelling errors. Circle all the misspelled
words. Then, write the correct spelling of each misspelled word on the line provided.

Sample:

the coolest place on earth, is the fifth largest __Antarctica
continent. This ice-covered area encircles the completely

South Pole.

VACATION AT MULBERRY POND
(JOURNAL: JUNE 20, 19__)

Colors of mostly orange and yellow began to drifft in the sky as

a welcomming sunrise fell upon Mulberry in the warm morning that |

arrived. Rays of gold danced on the pond, beckkening me to the

water to soothe the summer heat. Haridly waiting for the car to come

to a standstill, | imediattely dashed for the pond, with renewed

memories of last summer and what lay in store for me

this summer.

Retreeting to this secluded log cabin out in the middle of the

forest has been our family tradtion for years. The pord reaches out

into the pine trees, giving beauty to the surounding, wilderness.

Accustomed to friendly human life, animals rome the area with the

same kind of contenment that the pond seems to reflect. And the

lush green grass around the pond wilingly supports all kinds of

ladybugs and butterflies.

From: Preparing Students to Raise Achievement Scores [Grades 5-6],
by Leland Graham and Darriel Ledbetter, Incentive Publications, Inc.,
Nashville, Tennessee, 1996.

“.«@ame
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Chapter 2
Building Proofreading Skills in Capitalization

Because it is important to learn how to communicate with written language, proper capitaliza-
tion is essential. The purpose of this chapter is to develop and improve your capitalization skills
in proofreading. Remember, proper nouns, pronouns, and proper adjectives are capitalized, and
the first word in every sentence is capitalized. Working through these carefully selected exer-
cises will improve your writing skills as well as your capitalization and proofreading skills.

PRETEST: Proofread each sentence carefully. Use the proofreading
symbol for capitalization (see page 5), to correct each
word that should be capitalized.

Sample:
We enjoyed french bread with our meal.

1. Were you born in december?

2. | met prince Charles in london. 11. mail the letter to mayor campbell.
3. Sue enjoyed reading little women. 12. Our school has many spanish
students.

4. it happened the last day of january.
13. Our family went to florida for

5. what is the population of china now? vacation.

14. My brother attends columbia

6. Tom said, “i need a new . .
university.

skateboard.”

7. halloween, my favorite holiday, is in 15. We crossed the golden gate bridge.

october.
16. My sister joined the girl scouts.

8. Our class visited rabbi rosenbaum.
17. please finish your reports by

9. my favorite book is sounder. thursday.

10. carrie’s mother bought a new 18. We thought uncle walter had arrived.

mustang.

Name

Building Proofreading Skills ©1999 by Incentive Publications, ir:-.
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Building Proofreading Skills in Capitalization

apitalization

CTIVITY: Read the following list of words. In each line there is one word that does not

require a capital letter. On the blank provided, write the word that does not require
any capitalization.

Rule 1: Capitalize proper nouns and proper adjectives (July, Buddhist).

Rule 2: Capitalize geographical names (Haiti, Atlantic Ocean).

Rule 3: Capitalize a person'’s title only if followed by their name

(doctor, Doctor Smith).

Rule 4: Capitalize the pronoun L

Sample:

Melinda

1. Joseph

2. France
President
Dallas
Mother
Swedish
I'm

Billy

© ® N o 0 & ¢

Paris

10. Burma
11. Liberty
12. Harriett
13. Patricia
14. August
15. Easter

February

Laos
Mister
Elizabeth
Aunt
Sunday
Europe
Isn’t
Spanish
Avenue
Martha
Russian
Roger
City
Thursday

Africa

Senator

Doctor
Melinda
Ed
America
Ohio
Queen
I'd

Asia
Peru
Spain
Jonathan
Desert
Bianca
Caesar

Winter

Bolivia senator

England

Congress

Donald

Halloween

Ontario

Georgia

i

Actor

California

Island

June

Mississippi

Patrick

Street

Beverly

Building Proofreading Skills
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Building Proofreading Skills in Capitalization

Capitalization

ACTIVITY: Using all of the previuosly stated rules of capitalization, proofread the following
phrases for errors. Use the proofreading symbols for capitalization (see page 5) to
mark the word(s) that should be capitalized. Hint: Some phrases do not contain any
errors in capitalization. If there are no mistakes in the phrase, write none to the left
of the phrase.

Sample:
the postcard | sent to jim

-—
—-—

—

. one of our police officers

president Wilson of the United States
just the other day my dad and bob
aunt rose, one of my favorite aunts,
here at Westlake mall we always

billy, my brother’s nickname,

to his favorite doctor, doctor cook,

the number of the new house on oak street

© ® N o o & © D

into the cold water of the lake

——h
©

always wanted to live as a southeasterner

—
—

. to lake superior after their wedding

—
N

roads like Beverly Hills’ rodeo drive

—r
w

a 1965 ford mustang in perfect condition

—h
P

driving to the southeast side of the city

15. at sutton middle school in Atlanta, Georgia

BONUS:

Write a short paragraph about one of your heroes. Include several errors in capitalization.
Exchange papers with one of your classmates to proofread.

Name

Building Proofreading Skills ©1999 by Incentive Pubiications, Inc.
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Building Proofreading Skills in Capitalization

. ipitalization

ACTIVITY: Using all of the rules of capitalization, proofread the following sentences for errors.

Sample:

Use the proofreading symbols for capitalization (see page 5) to mark the word(s) that
should be capitalized and those that should be lowercase.

The new Btudent, Jason Richards, is originally from toledo, ohio.

- —

When we were in Wyoming last Summer, We visited yellowstone national Park.
when we last saw Sheri, she was driving West on McDonough street.

The tara theater is located near the Hotel on Cheshire Bridge road.

one of the most breathtaking bridges in the world is the golden gate bridge.

My Grandmother visited the smoky mountains where thousands of cherokee Indians
live.

In just a few minutes, the president of the United States will address congress.

Norway, Sweden, denmark, and Finland make up the scandinavian Countries.

. While my Father was waiting to interview the Mayor, he read the miami Herald.
. When school begins, | will be taking English, spanish, world History, and science.
. Alex Haley, the author of roots, traced the History of his own family.

. Many of the Cereal Companies have lowered their prices.

one of my favorite television shows is friends, which airs every thursday Night.
During the spring holidays, we visited Disneyworld and toured universal studios.
The reverend William McKoy introduced the renowned speaker, dr. wai phing choo.
Please mail your reply to 4536 North Druid hills road, atlanta, GA 30329.

Edgar has been a Member of the young men’s Christian Association for 12 years.
let’s ask bishop Wendell to give the commencement address.

One of my favorite books from last year’s readings was animal farm.

If you want to get to Shady Valley Park, go North on Lenox road.

Building Proofreading Skills ©1999 by Incentive Publications, Inc.
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Building Proofreading Skills in Capitalization
Capitalization

ACTIVITY: Proofread the following phrases. Use the proofreading symbol for lowercase (see
page 5) to mark the word(s) that should NOT be capitalized. Hint: Some phrases do
not contain any mistakes in capitalization.

Rule 1: Capitalize the first word in a sentence, not in a phrase.
Rule 2: Capitalize the main words in the name of an important document.

Rule 3: Capitalize the names of ships, planets, monuments, awards, and any
particular places, parks, things, or historical events.

Rule 4: Capitalize the names of nationalities, races, and religions.

Rule 5: Do not capitalize the names of school subjects, except languages and course
names followed by a number.

Sample:
the favorite Poet of all time

—h

. every year my Family travels through
chose a seat on the East side

while writing the Declaration of Independence

climbed the Highest Mountain in the world
Elizabeth, the Queen of England

days when my Brother and | spend time together
ate Swedish Pancakes for breakfast

the Chinese Manager of Yung's new company

© ® N O o A N

the last name of the Princess of Monaco

b
©

my favorite part of the Country

—
.

. watched the Pilot land the Plane on the runway

—h
A

took a tour of the Museum

-
w

. the Fourth Thursday in November

—
e

in the Beautiful Spring weather

—h
o

an African-American woman we studied in History

on the Ship the S.S. Queen Elizabeth

—
o

Name

Building Proofreading Skills ©1999 by incentive Publications, Inc.
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Building Proofreading Skills in Capitalization

apitalization

CTIVITY: Proofread the following sentences for errors in capitalization. Using the proofreading
symbols for lowercase and capitalization (see page 5), mark those word(s) that
should be capitalized and those that should NOT be capitalized.

Rule 1: The first word of a sentence that is a direct quotation is capitalized even if the
quotation begins within another sentence (Marcie shouted, “She did it!”)

Rule 2: Capitalize the first word and all important words in titles of magazines, books,
newspapers, poems, stories, movies, and works of art (Roots).

Rule 3: Capitalize names of organizations, business firms, institutions, and
government bodies (Future Teachers of America).

Sample:
unt Sandy from salt lake City is a good Mother to all of her children.

—

. “oh no,” said mother, “ i never told john that he could go to the concert.”
How does the Doctor feel about the Treatment of his Cancer?

Poonam and her Sister have gone to the Store to buy some veget=bles and fruit.

On Jekyll Island, off the coast of georgia, there is a 4-h facility.

King Ferdinand and his Queen did not want to give the Explorer any money.
How did the governor of california manage to accomplish all of his Goals?

in the state of south dakota, you will find mount rushmore.

The Book, The Red pony, by John Steinbeck is set during the Great depression.

roberto likes to watch the latin american dancers in their beautiful costumes.

©C © © N o o &~ DN

—

Inga enjoys reading the national geographic magazine.

.
3

The pet detective, starring Jim Carey, is perhaps my favorite Movie.

——h,
A

Gandhi spoke spanish, german, and french as well as his native language, hindi.

b
w

“Where The Sidewalk Ends” by shel silverstein is one of my favorite Poems.

B

Did you know that kwanzaa is celebrated in december by many african-Americans?

15. In mexico my friends celebrate cinco de mayo in the Spring.

Building Proofreading Skills ©1999 by Incentive Publicatiors, Inc.
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Building Proofreading Skills in Capitalization

Capitalization

ACTIVITY: Using all of the previously stated rules of capitalization, proofread the following
phrases for errors. Use the proofreading symbols for lowercase and capitalization
(see page 5) to mark the word(s) that should be capitalized as well as those that
should NOT be capitalized.

Sample:
the Bart of niagara falls in the United States

. to get to my house from oakland city Schools

-

an odd Area of the atlantic ocean
a winding River bordering illinois and iowa
the Battlefield at Gettysburg, pennsylvania
the atacama desert in the South American Country of chile
six blocks South of North Druid Hills road

a well-known eastern University in Massachusetts

the biggest Football Game of the year

in 1492 christopher columbus and his Crew
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in the Movie, the Shawshank redemption

11. My Short Story, “The King Of The court”

12. inthe New York Times Article on sunday

13. athens, the Home of the University Of georgia
14. north of the caribbean Island of puerto rico
15. is celebrated with Parades in New York city
16. during the great depression of the 1930s

17. boarded the amtrak train in Carlsbad, New mexico

18. To open our Textbooks to Chapter 10 Today

Name
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