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Proofreading Marks Chart
Use these marks when you edit your writing or a friend’s.

The mark What it looks like How to make it

Make a capital 
letter may Draw three lines under the 

letter.

Make a small letter Dog Draw a slash through the letter.

Add a period or 
other mark I ran Circle a period. Use a caret for a 

comma or other mark.

Add a word or letter the 
big

 dog Draw a caret. Write what to add 
above it.

Take it out the the  dog Cross it out with a loop.

Fix the spelling frend
sp

Circle the word. Write sp.

Fix the word we is  
are

 here Cross out the wrong word. Write 
the right one above.

Start a new 
paragraph ¶ One day Write the mark where the new 

paragraph begins.

Mark the mistakes first. Then write a clean copy with every fix.

Try it: mark the mistakes. Then write the sentence correctly.

last sunday my Brother and I goed to the libary
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