PROOFREADING MARKS

	Symbol
	Use
	Sample

	
	Insert a word/ letter
	and is

	
	Insert a space
	andit is

	
	Reverse the order
	adn is it

	
	Close up the space
	a nd it is

	
	Delete or remove
	and so he

	
	Capitalize
	mary is here.

	
	Insert punctuation
	He left Karens bag



	
	Make lower case
	Karen is Here.

	
	Start new paragraph here
	Thank you.  Please join me in wishing ….

	
	Move to left
	           He arrived early.

	
	Indent 5 spaces to right
	Refer to the list:

- pencils ….

	
	Spelling error
	There books are here.


PROPER TECHNIQUE

Sit withyour head facing the boook.  the book shuold be on the right side fo you desk.  Keep your back s traight, your shoulders level, and your eblows in atyour sides  Your body shuould be centred with the G and H keys.  Yur Feet should be falte on th e floor withe on foot slightly in front of The other.  Remember to keep your up.  Your fingers hould be be curevd.

