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PROOF-READING AND PUNCTUATION

H IIE following paper was read by Mr. H. C.
Bell, of tie Mail at tihe Annual Mceting of

tie Canadiain Press Association

'lie subject wlici you have lioniored se by re-

questing a papes uipon is onle tiat lias been so often
and so ably treated of by far mio:e coiietent imcns
thai mîyself that i can scarcely hope to say anything
new about it. Tihe Anierican Cyclopa-dia gives tihe
followinig dcefin.o..O of tihe duties of a proof-reader:-

'1Vvry rare qalifications are requisite to be an
excellent corrector of tie press, or proof-reader. lie-
sides a fatiliar knowiedge of thre langusage in whiclh
tihe work is written, and of the technicalities of tie
typlographicel art, wlsicih is essential, and extensive
and accurate information ont genîeral sstd>jects. whicha
is conistantly isefuil, there is especially denanded an
extremse precision in tise habits of tie cye. Hence
tie terni typogralhical cyc,' whicih implies tIhe powcr
of at once perceiving ail tihe letters of viicih aci
word is cosniased, graspisng tihe sense af cach sens-
tence, and following tie succession of ideas throuigih
a naragrapli or claiter.

This is a very good definition in concise form,
thoughi more applicable to book.work tihan morning
iewspasper work, tIhe latter leing tIse branci of work

to whici mysv remas:rks will .apply. As soue wlomil i
ati auddressing may not lie familiar with tie routine
of a large iewspsaper office Ii may briefly descril-c it.
The proofs are pu1illed in galley foni on a galley
press, and sent to the head proof-reader, wlo (livides
tici asiong his assistants, having regard, where
plossible. to ileir special knowledge of tIhe subject-
inatter, it being oliviousi tiat a ane minay bt blter
posted oni somte sujliects tihain on otiers. Tie copy
for ech proorf accoipanies tihe proof-shecet. Tie
copy is taken lby tie copy-holder and arranged in
proper sequenice, and tise proof.reader reads fros tIse
proof, naking tie ntecessarv typoraphical corrections
as lie proceeds. tIse ctp.y-loller looking over tIhe copy
and checking hi;m wiere deviations occur. Wien
finished thie proof is sent to tIse compositor for cor-
rcctionî. ibeing tie- - gain pulled ansd retminiied to tIhe
proof-rcadeu 1 b revited--thsat is. to sec tisat ail
tIse mssarks have bseen corrctly isade. In case of a
very -dirty" proi -ie unusudally thick witis correc-
tions -a second revise i sometimes necss-arv; li
on inorning newpaper work thbis is tie exception
ratiher tisan tie rule, compositors biiig gcncrally
carefusl. andtime lwing too valuiable to wastc on any
wtsrk tiha can be avoided.

'he qualifications necessary to a good nscwspapcr
proof-reader tre aisst îsinnuierable. lie mtist ie
Weil eduscated. weil read ii tIse classics as Weil as
tlhe cursent hitezaitme of the day. li a thorough

graîtiatician, and-a sine quit noi n ity opinion-
a practical printer. le shosuld have somse knowledge
of tise leading forcign languages, know somilething of
Latin, and lie well acquainted witih the nuncrous
French and Latin quotations so frequently used,
conversant wvithl tise proninent public affairs of every
part of the civilized world, familiar with all tise
"ologies" and "isims," and able to correct any error
in technical terns relating to any trade or profession.
And, àaving this knowledge, it must lie always at
tise tips of his finigers, so to speak, available for immnie-
diate use, for oi a nscwspaper. espccially as tise tine
for going to press draws near, there is scarcely ine
to think, still less to isake reference to dictionaries or
other books of reference.

'ie respîonsilbilitv of tise proof-reader is practi-
callv limitiess. Tie editor, tle reporter, tihe adver-
tiser-all these imay ainke inistakes, whici are con-
sidered pardonable or excussablie on tise grousnd of
hurry ils w«riting; but tise proof-reader-never. And
tiis leads ta tise consideration of the difficulties ie
lias to contentd with, and tihcir namie is legion. A
few of thset are iismperfect proofs, illegible hand-
writing, inaccurate editing and reporting, wrong
spehling of naises and localities, and had grammiîar.
As before reimsarked. all these things arc pardonable
in evervblv but tise proof-reader, but le, poor
devil-if le passes anything it is simply gross care-
lessness. and lie gels slated accordingly, for an error
once printed has a ios stiearthly ksack of couming
to the front and catching everybody's eye.

Regarding punctuation, one of tise miost important
points in correctiv conveying an auihors msseaning.
it is itterly iimpossiile ta lay down any hard-and-
fast rue. Eacs article, aci sentence even-hsas to
le judgcd by itself. Broadly speaking, however,
there are two well-dtefinled systemss, wide r.nd close
punictuation, the former making ise of commas as
litle as passible; tie latter ssing thes whcnevcr
possible, and as a coissequence entailing frequent use
of tise semicolon. My preference is for the wide
system--that is, using as few commas as the imatter
perimits, and msaking short sentences. The close sys-
tems has a tendency, to say tise lcast, to make an
article read in a stilted and pedntic mtanner, thougi
tihis of course is piurcly a miatter of opinion. Tie
colon is a mark that can lie ussed to great advantage
in imptjlying "1tanamly," or "as follows;" in adopting
the wide systeim of punctuation it will rarely lie found
niecessary to use it otherwise. Tihe cim dashs largely
supersedes tise parenthtesis, and is usefutil for enclosing
explanatory parts of a sentence or for indicating a
suddcn change of subject; but il is not necessary ta
use a comma as well. As before said, iowevcr, no
ruile cat lie laid down; experience and an apprccia.
tion of tise autior's sulject-putting yourself in his
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