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       English 101

                Naval Safety Center, 2003


Lesson #40: Tricks of the Trade for Proofreading

1. Read one word at a time -- the opposite of speed-reading. Go over unfamiliar words letter by letter.

2. Don't read for content at the same time you proofread.

3. Use a straight edge at the bottom of the line you're reading.

4. Typesetting errors are found most often at beginnings (especially headlines and titles) and in changes. 

5. Most frequent errors found by proofreaders:


a. letters omitted


14.5%


b. substitutions


14.1% ["plaque" instead of "plague']


c. space omitted


10.7%


d. punctuation mark omitted 
10.5%


e. transpositions


6.6% ["angel" for "angle"]

6. It is hard to proofread your own work. Get help.

7. It is easiest to proofread something you've never seen before, rather than something you've seen in several versions.

8. If you open a quotation or a parentheses, make sure you close it.

9. Take extra care with numerals -- check the original or the source. 

10. Watch for words that are wrong but are still words ("debit" for "debt", "death" for "dearth").
Examples:

Title: Lightening Does Strike Twice

[“lightning”]

… our idle lull turned into a few minutes of shear excitement.

[ “sheer”]

I don’t want to overdue it, but these photos…

[“overdo”]

"...like the sirens of the Illiad, can beckon the unwary..."

[“Iliad”]

A half a second later, our doomed A-6 smashed into three F/A-18s and went over the side. . . Miraculously, no one, including the ground crew, was seriously insured.

[injured]

[from a PD] Work is performed in an upper story office with good head and adequate air conditioning.

[good heat]

Everyone who flys Navy aircraft has sat through countless hours of simulator training.

[flies]

...no less an illuminary that 1st Lt. Alfred A. Cunningham wrote to Washington about his concerns.

[luminary]

...we loose more and more control.

[lose]

Lying my head back down, I stared up at the sky as a crowd quickly gathered around me.

[laying]

...the dominate newspaper of southeastern Virginia.

[dominant]

...there is something imminently readable and serviceable about its annual report.

[eminently]

Their techniques for handling mass casualties got a real work out.

[workout]

...not an unrealistic occurance during any mishap.

[occurrence]

It was surveyed as unserviceable and turned into the property disposal office.

[turned in to]

[from a piece of corrected copy] ...severity rates; age, sex experience and length of employment.

[should be "sex, experience and length of employment"]

Carpenters frequently use a plumbob to determine if walls are straight.

[plumb bob]

There is nothing that can truely take the place of a good education.

[truly]

It was suppose to be a routine logistics flight from NAS Southeast to USS Boat.

[supposed]

Maximum effort is required to maintain an acceptable readiness postures and margins of safety.

[posture]

One of the most disastrous fires in Palm Coast, Florida history broke out just after the regular Friday edition came off the press. . . The same day a special edition of Update reported on the part that the company would pay in rebuilding after the tragedy.

[would play]

But those who fearfully skip off will one day envy what those who tow the line can achieve. . . 

[toe]

TEX commands are proceeded by a backslash.

[preceded]

CQ was conducted below mins with several aircraft waived off because of non-acquisition of the deck/ball. . .

[waved]

There was no doubt in my mind that our brightest minds had poured over the manual for thousands of hours until every word was gospel.

[pored]

Although few of us have time to engage in extracurriculars, a definite bone of sorts exists, or should exist, between crew members.

[bond]

At 500 feet Lt. Rosandich pulled collective and their was total power loss.

[there]

To be that slow less than 2,000 feet above the soft deck, I was pressing the limit. Why? Because I didn't want to lose the flight!

["fight". Four people in the chop chain signed off on this article]

Lockers should be installed at least 6-inch from bulkheads and have an 18-inch clearance from hot surfaces.

[“six inches”]

The crew of the KC-130, whose callsign was "Plaid 21," topped off Checker 01, an A-4E.

[“callsign” written two ways, and doesn’t require quotes]

[from the Virginian-Pilot]

The Terps, who had won their last five games, dropped to 9-4 overall. North Carolina, which had built an 11-1 record. . .

["who" or "which"?]

We trained and qualified every sailor who was E-3 and below as firewatchs just before the start of the PMA… Crewmembers who were transferred to the FireWatch Division were given two hours of damage-control training when they arrived. . . We organized our Fire Watch Division into two groups:  Firewatches and Quality Assurance.

[“firewatch” spelled four ways]

...to mimimize the midair potential . . .to reduce the chance of a mid-air collision.

[two spellings of "midair"]

… converted from JP-4 to JP-8 in 1979.  The conversion will be completed throughout NATO Europe by the end of CY 88.

[standardize years]

Hours of operation are 0700 to 1130/1230 -- 1500, Monday through Friday.

[“to” written two ways]

The front-seat ECMO called, "What?", because he had his eye on Dash 2. The pilot said, "$#*&, it's an eagle!"

[new paragraph when you switch speakers]

I snuck a quick peak at the HAC…

["I peeked…"]

The approach to a sidestep is not exactly a helo bubbas preferred method of getting aboard…

[“bubba’s”]

The ship was off the coast of Mexico, further south than normal.

[farther]

Unlike the two-hour Enduring Freedom (OEF) mission I'd flown previously…

[need the "O" spelled out, too]

An EA-6B shows it’s prowess…

[its]

… the tried and true triple-double slider (two meat paddies, two pieces of cheese, two fried eggs).

[patties]

The stress of the inspection was over, and things where back to normal, or so I thought, at the time.

["were" misspelled; final phrase unnecessary]

… our idle lull turned into a few minutes of shear excitement.

[“idle lull” seems redundant; also, next to last word should be spelled “sheer”]

I don’t want to overdue it, but these photos…

[“overdo”]

"Correction" Notes Culled from America's 1,730 Daily Newspapers

· In criticizing the political views of Patrick Buchanan, William Bennett said, "It's a real us-and-them kind of thing," not, as we reported, "It's a real S&M kind of thing."

· It was incorrectly reported last Friday that today is T-Shirt Appreciation Day. In fact, it is actually Teacher Appreciation Day.

· The sermon at the Presbyterian Church this coming Sunday will be "There Are No Sects in Heaven." The subject was incorrectly printed in yesterday's edition as "There Is No Sex in Heaven."

· [from a California bar association's newsletter] Correction--the following typo appeared in our last bulletin: "Lunch will be gin at 12:15 p.m." Please correct to read "12 noon."

· We apologize to our readers who received, through an unfortunate computer error, the chest measurements of members of the Female Wrestlers Association instead of the figures on the sales of soybeans to foreign countries.

· There are two important corrections to the information in the update on our Deep Relaxation professional development program. First, the program will include meditation, not medication. Second, it is experiential, not experimental.

· Our article about Jewish burial customs contained an error: Mourner's clothing is rent [that is, "torn"] not rented.

· Just to keep the record straight, it was the famous Whistler's Mother, not Hitler's, that was exhibited. There is nothing to be gained in trying to explain how this error occurred.

· Our newspaper carried the notice that Mr. Oscar Hoffnagle is a defective on the police force. This was a typographical error. Mr. Hoffnagle is, of course, a detective on the police farce.

· Yesterday we mistakenly reported that a talk was given by a battle-scared hero. We obviously meant that the talk was given by a bottle-scarred hero.

· In a recent edition, we referred to the chairman of Chrysler Corporation as Lee Iacoocoo. His real name is Lee Iacacca. The Gazette regrets the error.
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