
Key Proofreading Marks for 3rd – 6th Grade 
 

Mark Explanation Examples 

 

Begin a new paragraph. 
Indent the paragraph. 

 
 

 
 

Add letters, words, or sentences.
 

 
Add a comma. 

 

 
Add quotation marks. 

 

 
Add a period. 

 

 

Take out words, sentences, and 
punctuation marks.  Correct 

spelling.  

 

Change a capital letter to a small 
letter.  

 
Change a small letter to a capital 

letter.  

 
Reverse letters or words. 
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