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Could a typographical error really
bring WaWW ll Street to its knees?

WeWW maya never get tht e fuff ll story,yy but
tht e word is tht at a trader hit a “b” foff r
billion ratht er tht an an “m” foff r million
while selling stock fuff tures. The tht ou-
sandfoff ld mistake caused tht e biggest
middayaa stock market drop in history.yy

A Lesson to Learn
There’s a good lesson in tht is foff r all

communications profeff ssionals. Typos
and otht er errors can be costlt y—really
costlt y—and carefuff l proofrff eading is es-
sential foff r success in anynn business.

Here are some tips and techniques
tht at will save you time, money and
embm arrassment.

The Time and Place
Put tht e creative treasure you just

completed aside foff r a feff w hours or dayaa s,
if you can. YoYY u need to clear your head
and take a frff esh look at what you’ve
written so you won’t skip over errors.

If possibii le, do your editing and
proofrff eading in short blocks of time,
ratht er tht an all at once.

Get rid of distractions and potential
interruptitt ons. Switchc offff tht e cellll phone,
pager or PDA and stayaa awaa aya frff om your
email.

Keep a dictionary and a tht esaurus
close at hand.

The First Pass
Use a spellll and grammar chc ecker foff r

onln yll a quickcc fiff rsrr t look at yoyy ur docucc ment—
tht en foff rget it!

Don’t trtt y to proofrff ead on a compmm uter
screen. Print a copy and read it aloud
and silentlt y.yy

Start at the End
Proofrff ead an article by starting at

thtt e end of thtt e piece. WhWW en we read backc -
wards, we’re not reading foff r content, so
we’re not sidetracked by tht e temptation
to edit tht e copy.yy

Proof tht e body of thtt e text fiff rst. Then
go back and proof tht e headings.

Altht ough tht ey command attention,
headldd ines and headings are easy to over-
look if you don’t foff cus on tht em.

Proof Spelling First
on’t proof foff r every tytt pe of mistake

at once. Do one proof foff r spelling. Do
anotht er proofiff ng foff r errors like chc anges
in foff nts and foff nt stytt ly es, missing or extra
spaces or incorrect spacing between
headlines and text or gutters between
columns of text.

Doubu le-check tht e littlt e words; “or,”
“of,” “it,” and “is” are oftff en inter-
changed.

Read the Fine Print
Tinynn tytt pyy e can give readers fiff ts. If it’s

too hard foff r you to read, consider
bumping tht e size up one or twtt o points
foff r easier reading.

WaWW tchc out foff r contrtt actitt ons and apos-
trophes. People oftff en mix tht eir and
tht ey’re, its and it’s, your and you’re, etc.

Remembm er tht at tht e apostrophe is
never used to denote plurals.

Don’t Miss a Name
Check—and tht en recheck—proper

names. Misspelling of individuals’
names, places or organizations can be
disastrous. If you are at all in doubu t,
contact someone whw o can give you tht e
correct spelling.

Watch Out for Captions
roofrff ead captions to ensure tht at

tht ey are correct and match tht e pictures
or artwtt ork. Make sure tht at tht e numbm er
of names matchc es tht e numbm er of people
shown in photos.

Check All the Numbers
eWW ’ve already seen what a mis-

placed “b” could do in tht e fiff nancial
worlr d. But whw at aba out thtt e populu atitt on of
China: is it 1,200,000 or 1,200,000,000?

Make sure tht at all of your numbm ers
are correct. It’s ala so a good idea to chc eck
tht e matht .

Closely review page numbm ers and
otht er foff oter and header material foff r
accuracyc and correct order.

Get Outside Help
Finally,yy fiff nd a frff iend or colleague to

proofrff ead foff r you. YoYY u’ll be amazed at
tht e mistakes you’ve missed.

Better still, hire a pro. Catching one
maja or error will more tht an paya foff r tht e
proofrff eader’s feff e.

What’s Next?
Now your pubu lication is proofeff d

and ready to go to press. YoYY u need to
send it to tht e leader in on-demand
digital communications tht at will help
you select tht e right paper and binding
stytt ly e—and add tht e fiff nishing touches to
make your book a masterpiece.

Send tht e job to Copresco.

More Proofreading TiTTps
Check out Copresco’s TeTT chToTT pics

No. 12 guidelines foff r more effff eff ctive
proofrff eading and a short treatise on
spell checkers.

More wayaa s to avaa oid embm arrassing—
and costlt y—proofrff eading mistakes and
blunders are included.

ThTT e bulu lll etitt n wiww lii lll be helpll fuff lu to anynn one
whw o creates or is responsibii le foff r fiff nal
approval of books and manuals foff r
pubu lication.

For a frff ee TeTT chToTT pics subu scription,
complete tht e foff rm on our webe site.

Memorial Day
Copresco willll be clc osed on Mondayaa ,yy

Mayaa 31, in honor of Memorial Dayaa .yy

http://www.copresco.com
(630) 690-2000 • Fax (630) 690-8182
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“J“ ohnnynn ,yy ” tht e kindergarten teacher
said gentlt y,yy “you havaa e your shoes on tht e

wrww ong feff et.” “But ma’am,” he compmm lained,
“I havaa en’t got anynn otht er feff et.”

v v v

An interviewer started to ask YoYY gi
Berra aba out his twtt o hits frff om tht e
previous night whw en Berra corrected
him and said he had tht ree hits. The
interviewer apologized. “I checked tht e
paper, and tht e box score said you had
twtt o hits. The tht ird must havaa e been a
tytt pographical error.” “Heck, no,” Berra
replied. “It was clean single to leftff .”

v v v

Howoo manaa ynn Counuu tnn rtt yrr & WeWW stett rnrr mumm sicicc anaa s
does it take to change a light bulbll ? One
to change tht e bulbll , whw ile foff ur sing aba out
how much better tht e old one was.

v v v

John KeKK nnedydd ,yy on how he became a waww r
hero: “It was easy—tht ey sank mymm boat.”

“WeWW ’ve got a war, a debe t and a flff ag. If
tht at doesn’t make us a country,yy well,
tht en I don’t know whw at does.”—J— ames
RuRR ssell Lowell

v v v

FoFF ur high school boys affff lff icted witht
spring feff ver skipped morning classes.
Aftff er lunch, tht ey reported to tht e teacher
tht at tht ey had had a flff at tire. Much to
tht eir relief she smiled and said, “WeWW ll,
you missed a test todaya ,yy so take seats
apart frff om one anotht er and take out a
piece of paper.” Still smiling, she waited
foff r tht em to sit down. Then she said:
“First QuQ estion: Which tire was flff at?”

v v v

The judge frff owned as he peered over
his glasses. “Havaa en’t I seen tht at faff ce of
yoyy urs befoff re?” “Indeed, sir,rr ” thtt e defeff ndant
replied hopefuff lly.yy “I gavaa e your son violin

lessons last winter.” “A“ h, yes,” recalled
tht e judge, as he leaned back in his chair.
“Twentytt years!”

v v v

Q: What do you get if you cross a
foff ur-leaf clover witht poison ivy?

A: A rash of good luck.

I havaa e no plants in mym house. They
won’t live foff r me. Some of tht em don’t
even wait to die. They commit suicide.
—J— erry Seinfeff ld

v v v

Commercials foff r headache medicine
are alwayaa s talking aba out faff st relief. FaFF st?
It takes an hour just to pry tht e cotton
out of tht e top of a frff esh bottlt e!

v v v

YoYY u know yoyy u’re addicted to surfiff ng thtt e
net whww en it taka es 15 mimm nunn tes to scrollll frff om
tht e top to tht e bottom of your bookmarks.

v v v

A young boy’s praya er: “Please make
Tommym stop tht rowing tht ings at me.
YoYY u maya remembm er, I’ve mentioned
tht is befoff re. He’s still doing it.”

v v v

WeWW irdo: Anynn eccentric whw o’s not an
artist.
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