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• dash style (en dash? em dash? butted or not butted?)
• phone-number style (parentheses or dots or hyphens?)
• date style (Oct. 1, October 1, 1 October, 10-1, etc.)
• names of people you write about often (Is it John

J. Jones or Jon Jones or Johnny Jones or John Jones?)
• addresses you mention frequently
• correct wording and punctuation of any slogans

or taglines
• terminology specific to your organization’s products

or services (spellings, capitalization, punctuation,
trademarks, or service marks)

• preferences for copy and headline type faces, type
sizes, and spacing

• copyright notation style, if necessary (Do you spell
out the word copyright or use the symbol? Do you
add space between the year and the word or symbol?)

Make the copy as clean as you can. Time spent now is
time well spent! The farther along you are in the process,
the more expensive it will be to make changes. (But it’s
cheaper to make a change at any stage of the proofing
process than it is to reprint!)

Whenever possible, set what you’ve written aside for an
hour or, better yet, overnight. Then look at it as if you’re
reading it for the first time. And ask the most critical person
you know to review it for you. Make clear that you WANT
questions and suggestions!

You cannot be too picky as you review a copy document.
When the printed piece arrives, someone (your boss, your
most generous donor, your legal counsel) will take delight
in pointing out any errors.
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Oops! Oh, no!
How did THAT happen?

Continued on page 2

hose words should never cross your lips as you review
a new print piece. How can you prevent bad surprises?
Whether you are proofreading original manuscript,

an artist’s layout, or the print shop’s full-color proof, it is
important to know what to look for at each stage of the
production process. Here are a few tips.

Preparing a Manuscript
Before you begin to write, draw up a style sheet or review
the one you have.

To create a style sheet, draw lines to create three
columns on several pieces of blank paper. Write one letter
of the alphabet at the top of each column. If your president’s
name is George J. Andersen, write his name and title in
the A column. (When you can’t remember if it’s sEn or
sOn, you’ll have a handy reference.)

You’ll probably also want an extra page to use in
recording odds and ends that don’t fit neatly under any
letter of the alphabet.

A style sheet will help you be consistent within the
piece you’re working on and across all pieces for your
organization. You can glance at the style sheet instead of
digging out someone’s business card, checking the phone
book, or leafing through previous publications.

A style sheet should include:
• the name of the style guide you follow (Associated

Press, Chicago, American Medical Association, etc.)
• any exceptions to that style (Perhaps you use AP

style but prefer series commas.)
• the specific edition of the specific dictionary that

will settle disputes
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Unfortunately, the author who can write a
mistake-free manuscript does not exist. Most writers
are simply too close to their work to see errors.
The eyes see what the brain knows you meant!

Consider working with a professional copy editor
and proofreader. It’s a good investment. An outsider
can spot errors that would otherwise appear in print,
causing you embarrassment or even a reprint.

Proofing Copy
Look for these things:

• typos
• transpositions (you meant to write 405, but you

actually typed 450)
• incorrect spelling (Do NOT assume that if spell

check says it’s OK, it’s really OK. Spell check is
not all that bright! It cannot, for instance, tell
too from to from two.)

• incorrect grammar or punctuation
• repeated words
• omitted words
• two spaces after periods (We all learned it in

typing, but it’s WRONG in typography.)
• hyphens instead of dashes (Hyphens are the

short guys that JOIN things. Dashes are the long
guys that SEPARATE things.)

• clunkiness, lack of clarity, anything that makes
the copy hard to read or understand

• consistency
Double-check

• names
• addresses and phone numbers
• e-mails and Web-site addresses
• trademarks
• days and dates

Proofing a Layout
Check the layout against the copy document. Look
at the overall piece for alignment, spacing, etc. Then
read letter by letter, word by word, line by line. If
something fell off in the design process, the artist
might have retyped and accidentally introduced
new errors.

Note also that conversion of electronic files for
typesetting can result in systemic errors such as the
dropping or transmutation of a special character
throughout the work.

• Are there typos or grammatical or content
errors? They should have been caught earlier,
but better now than after printing!

• Did anything move or disappear?
• Is bold and italic type where it should be?
• Are special characters such as superscripts,

subscripts, and bullets where they belong?
• Any bad word breaks or line breaks or page

breaks? (See list on page 3.)
• Any widows or orphans? (A very short line at

the top of a column or page is known as a
widow; a single word or part of a word at the
end of a paragraph is an orphan.)

• Did apostrophes and quote marks turn into foot
and inch marks?

• Do numbered lists have repeated or omitted
numbers?

• Are sets of parentheses and quotation marks
complete?

• Is spacing consistent? (For example, in one
place, one line of space between a subhead
and the copy that follows; in another place,
two lines of space)

• How’s the alignment of body copy, bullets,
text with tables or images?

• Are references to images correct? (If it says
“below,” is the image really below, or is it
above or at left?)

• Do visuals support or match the copy?
(For example, caption says “frogs on parade,”
but image shows cows)

• Are page numbers correct?
• Does the Table of Contents match actual

placement and names of articles?
• Are you happy with the design? Will anything

about it confuse a reader?
• Will anything about the design confuse the

printer? If the piece has complicated folds or
other oddities, send a mockup to the printer.



Proofing a Printer’s Proof
This is your last chance! Question everything! What you see is what you’ll
get. If something’s wrong and you don’t mark it, it will NOT be fixed!
Printers are multi-talented, but they are not mind readers. Once you’ve
signed off, you have authorized the printer to print “as is.”

Check the proof against the layout you marked up. Review it for color,
alignment, line and page breaks, all the things you checked in layout.
Then—again—read letter by letter, word by word, line by line.

You may want to ask the printer how much it will cost to make changes
at this point. If you have simply changed your mind about something, it
could be a cheap fix—or a very expensive one.

Again—ask the most critical, nit-picky person you know to review the
proof. Ask her/him NOT to be polite. And consider using a professional
proofreader. This really IS your last chance!

If there are several substantial changes to the proof, talk with the printer
about the need for a revised proof or a press check. A second color proof
will be required when your changes include color revisions, re-scans, or
photo manipulations.

Depending on the print shop’s capabilities, one of two kinds of proofs
will come back to you. Film-generating printers show analog proofs, and
direct-to-plate (DTP) printers show digital proofs.

Checking a blueline (sometimes called a silverprint or Dylux)
• Is the piece assembled correctly (page order, folds)? If the proof is

loose sheets and you can’t tell how the printer plans to put it together,
indicate top, bottom, or whatever.

• Are color breaks correct? This is more difficult to determine on a blue
line than on a color proof, because shades of blue indicate color breaks.

• Are photos and other illustrations cropped and positioned correctly?
Are people and words facing or reading in the correct direction?

• Do photos butt up to their rules?
• Is everything backed up correctly? (When held up to the light, do the

columns on page 2 align properly with those on page 1? Are page
numbers in the same place on every page?)

• Are tint screens where they belong? Are they the proper percentage?
• Do bleeds bleed?
• Is the trapping OK? (Where two colors butt, type should not plump up.)
• Are there dust spots, holes, or broken type? Circle any blips, blops, or

blotches. They might have occurred in the process of generating the
proof, but mark them anyway, to be sure the printer verifies that they
are not problems on the piece itself.

• Are crop or registration marks or editorial comments showing?
If so, circle them and note “Not to appear!”

• Is the trim size correct? Actually measure, to be sure.

ASK the printer about anything that bothers you.
Analog proofs such as bluelines are becoming increasingly scarce, and

DTP printers (who no longer use film) will present you with a color digital
proof such as an Epson, Fuji, or Veris.

Checking a digital color proof
Follow all the steps for checking a blueline, plus pay special attention to
color and image resolution. Is the sky a little green? Grass a little blue?
Do flesh tones look natural? Are the photos printing as sharp as the
original photo scans?

It is important to know that printing companies invest in very expensive,
high-resolution proofing equipment that can be color-calibrated to their
presses. Printers MUST do this to ensure that what clients see for a proof
can be closely approximated on press.

Your graphic designer most likely has shown you lower-resolution and
non-calibrated color proofs. Be aware that a print shop proof is always
going to be closer to the end product. If you don’t like the color that you
see on the print shop’s proof as compared to your designer’s print-out,
adjustments might have to be made to the original art files to get the color
you want. If you don’t like an image’s resolution, photo rescans may be
necessary.

Things to avoid:

• splitting proper names (Howard on one line, Printing on the next)

• two or more lines in a row that end with hyphens

• stacking (two lines in a row that begin with the same word
or two lines in a row that end with the same word)

• breaks that cause a suffix (ing, ed) to be separated from its root

• short words like to, of, in, or, the hanging at the end of a line

• beginning a page or column with the last line of a paragraph

• ending a page or column with the first line of a new paragraph

Bad Breaks

Continued on page 4
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Helpful Web Sites for Print Buyers
• Want to find a USPS +4 ZIP code extension?
www.zip4.usps.com/zip4/welcome.htm/

• Looking for a handy glossary of printing terms?
www.howardprinting.com
After the moon rises, click on “helpful information.”

• Need to clarify printing paper weights and thicknesses?
www.paper-paper.com/weight.html

• Looking for a guide to standard envelope shapes and sizes?
www.envelope.org
Under the left-hand column heading “Industry Statistics,”
click on “US Standard Envelope Sizes and Measurements.”

• Need to add some font pizzazz to a document in the works?
www.store.adobe.com/type/main.html
Find the perfect font by name, category, usage, theme or classification.

• Read aloud, slowly, actually saying every syllable and every space and
every mark of punctuation. (You’ll feel silly, but it slows you down
enough and makes you focus enough that you’ll catch errors.)

• Place a plain sheet of paper under each line of type as you read it.
• Put a sheet of colored acetate (like a report cover) over the page you

are reviewing. Blue works especially well. It makes it a little bit harder
to read the page, so you really concentrate.

• Some proofers read from the bottom of the page to the top, and from
the right side of the page to the left. (Others are driven quite mad by
the attempt to do this!)

• Finally, have someone else check the piece AND sign off on it. Knowing
that they are taking responsibility by signing their name helps most
people read carefully. �

Resources
a current dictionary (no more than five years old)
Associated Press Stylebook or Chicago Manual of Style
Gregg Reference Manual — William A. Sabin
Handbook for Proofreading — Laura Killen Anderson
Words Into Type — Marjorie E. Skillin and Robert Malcolm Gay

Luna Becomes FSC-Certified
Domtar’s Luna line of text and cover papers is the first North
American coated sheet to be certified by the Forest Stewardship
Council. Founded in 1993, FSC offers independent third-party
verification of environmentally appropriate, socially beneficial and
economically viable forest management. FSC is the world’s most
widely respected standard, supported by environmental groups,
aboriginals, consumers, governments and leading forest companies.

This certification reflects Domtar’s ongoing commitment to sus-
tainable forestry practices. Careful planning in approaches to forest
management and papermaking results in product lines that meet
both social and industry performance requirements. We applaud
Domtar’s efforts in this area. �

Here are a Few Tricks of the Proofer’s Trade and Some Handy Resources


