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1. Introduction
Our first concern is to make sure our typeset 
proofs match the author’s original manuscript.  
On first-pass proofs of new projects, the text must 
be read very closely, comparing word-for-word to 
the author’s original. Though it can be a painstak-
ing process, it is imperative that this step is done 
carefully and thoroughly in order to avoid major 
problems later in the production process.

Proofreading, by definition, is to find and correct 
errors introduced during the typesetting, format-
ting, or file conversion of the final document, 
and identifying any serious errors that were not 
caught during copyediting. Our job as proofread-
ers, then, is not to copyedit the text; however, it 
is our job to clean up the texts in terms of consis-
tency and correct usage wherever possible, while 
making sure the text stays true to the author’s 
intent. With that in mind, the guidelines that 
follow have been established, in large part using 
guidelines set forth in The Chicago Manual of Style, 
to ensure quality and consistency in each text, and 
in all of Hayden-McNeil’s publications. 
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2. Encoding Corrections
There is a list of proofreaders’ marks used to 
annotate corrections in text and in the margins.  
All proofreaders should use the same marks for 
consistency.

For the sake of clarity for the designers, there 
should be a note in the margin next to each cor-
rection annotating whether the correction is the 
proofreader’s (a circled P) or the author’s (a 
circled A). 

Rather than annotating P or A on every red-line 
mark made, try to use these guidelines: if it’s a 
change in wording, layout, format, etc. that the 
proofreader is recommending that is not part 
of the author’s original material, annotate with 
a P. If it’s a change that the author requested, 
or part of the author’s original material that 
was simply missed in the typesetting process, 
annotate with an A. For small, HMP standard 
changes, such as minor punctuation, misspell-
ings, or formatting consistency, there is usually 
no need to annotate.

3. Punctuation
First and foremost, make sure all punctuation is 
where it should be (periods at the ends of sen-
tences, no misplaced commas, etc.).

Check that the proper punctuation is being used; 
for example, don’t leave a comma where a semi-
colon should be.

The Comma
• �as a general rule, use commas before conjunc-

tions in a series, to prevent ambiguity. For 
example: She took a picture of her parents, 
the president, and the vice president

• �if the intended meaning is clear and the use 
(or lack of) is consistent, stay with what the 
author has in the original manuscript

• �because there are so many different rules 
for commas, consult the Chicago Manual of 
Style, beginning on page 244, for any comma-
related questions or confusion

• commas (and periods) will almost always go 
inside quotation marks, where present

The Hyphen (pg. 261, Chicago Manual of Style)
Two-word descriptive adverbs typically do not 
have a hyphen; e.g., fully loaded vehicle, beauti-
fully written novel.

When adjectives are two or more words, they’re 
usually hyphenated; e.g., easy-to-read instruc-
tions, able-bodied people, brownish-red sub-
stance.

• compound words, especially when act-
ing as adjectives—except with -ly adverbs 
(slow-moving vehicles, fast-acting medicine, 
beautifully written story)

• compound adjectives that consist of a num-
ber and a unit or measurement are hyphen-
ated; e.g., 250-milliliter beaker, 10-minute 
quiz, 6-inch test tube. However:

• abbreviations of quantities, even as adjec-
tives, should never be hyphenated; e.g., 10 
mL pipet, 250 mL beaker, 10 min quiz, 5 g 
sample

• refer to the Chicago Manual of Style for other 
uses

Underlining
• if possible, try not to use underlines unless 

it’s absolutely necessary. Alternatively, italics 
or bold may be used

• if underlining is a must, do not underline 
end punctuation
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4. Consistency
Make sure fonts and formatting are the same 
throughout for chapter titles, chapter headers, 
headings, subheadings, text, tables and figures.

• In formatting: periods at the end of bulleted 
text; spaces around en- and em-dashes; mL 
or ml, etc. Either way is fine in most cases, 
but it must be consistent throughout the 
text

Be sure the same spellings are used; for example, 
don’t have pipet in one place and pipette in an-
other within the same text. 

5. Grammar and Spelling
• If you are unsure about grammatical usage of 

any terms or punctuation, double check us-
ing our Merriam-Webster Collegiate in-house 
dictionaries, the online dictionary Merriam-
Webster online at: http://m-w.com/, our in-
house Chicago Manual of Style, The ACS Style 
Guide, The MLA Handbook, or the Publication 
Manual of the American Psychological Asso-
ciation, or visit http://owl.english.purdue.
edu/

• If you are unsure about the spelling of any 
terms, double check using our Merriam-
Webster Collegiate in-house dictionaries, the 
online dictionary Merriam-Webster online 
at: http://m-w.com/, our in-house Taber’s 
Cyclopedic Medical Dictionary, or the online 
medical dictionary at: http://www.nlm.nih.
gov/medlineplus/mplusdictionary.html

6. Formatting Styles

Flow
• try to avoid orphans and widows (an orphan 

is a piece of text standing alone at the bottom 
of a column or page; a widow occurs at the 
top of a column or page)

• try to avoid bad word breaks (see Chicago 
Manual of Style, page 93) and hyphen blocks 
(Chicago Manual of Style, page 94)

• don’t begin lines with em-dashes; move up 
to the end of the previous line instead

Key Terms in Text
When bolded, try not to break them (neither line 
break nor page break).

Capitalization in Titles, Headers, etc. (page 366, 
Chicago Manual of Style)
• in titles and most headers, use headline style 

capitalization; that is:

 1. �always capitalize the first and last words 
both in titles and in subtitles and all 
other major words (nouns, pronouns, 
verbs, adjectives, adverbs, and some 
conjunctions—but see rule 4)

 2. lowercase the articles the, a, and an

 3. �lowercase prepositions, regardless of 
length, except when they are stressed 
(see Chicago Manual of Style, page 367 
for examples)

 4. �lowercase the conjunctions and, but, for, 
or, nor

 5. �lowercase the words to and as in any 
grammatical function, for simplicity’s 
sake

 6. �lowercase the second part of a species 
name, such as lucius in Esox lucius, or 
the part of a proper name that would 
be lowercased in text, such as de or von

 7. �hyphenated compounds in titles, the 
simple rule: Capitalize only the first 
element, unless the second element is 
a proper noun or adjective; e.g., World-
famous Wings, All-American Girl 

• consult Chicago Manual of Style for any other 
questions regarding capitalization

Blank Pages
As a rule, blank pages should be labeled with 
page numbers. There may be exceptions to this  
(e.g., if the author requested no page numbers 
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on blank pages). It is usually clear when a page 
is intentionally left blank, versus when there is 
text missing from the document. 

Bold, Italics, Underlining
• Typically, we will try to italicize key words 

that the author has underlined. There are 
some occasions in which we will leave the un-
derline, but such occasions are exceptional

• Italicize most other Latin terms and abbre-
viations. For etc., i.e., and e.g., the preferred 
style is no italics, but as always, either way 
is fine as long as it’s consistent

• We try to avoid using bold and italics in 
conjunction with all caps or underlining 

Math and Science Formatting
• use proper degree symbol, usually with no 

space between value and unit; e.g., 10°C

• space between value and unit; e.g., 2 g, 10 
mL, 50 kg, etc.

• use proper math symbols:      rather 
than + - x ÷ =

• spaces around mathematical operations; e.g., 
8 + 5 = 13, not 8+5=13

• equation numbers (e.g., Eq. 1) should be right 
justified in almost all cases (see examples 
below)

	 8 + 5 = 13	 (1)

	 8 + 5 = 13	 (Eq. 1)

	 8 + 5 = 13	 (10-1)

• when values have both subscripts and 
superscripts, subscripts should come first; 
e.g., K4

2–

• equations should match original document 
exactly; no letters in place of numbers or vice 
versa (e.g., lowercase l and the number 1; 
capital O and number 0)

Formatting Scientific Terminology
See that section of the Chicago Manual of Style, 
beginning on page 356.

• Latin genus and species must be italicized; 
e.g., Esox lucius

• phyla, order, kingdom, etc., are not italicized

Brand Names
There is no need to include trademark sym-
bols (e.g., ® ,© ,TM, SM) in running text; where 
applicable,use trademark designation only in 
TOC, chapter titles, running headers and footers, 
and copy headers.

URLs
URLs do not need to be italized or underlined; 
however, either is acceptable if necessary.

Numbering and Lettering
Make sure numbered/lettered items are in order, 
with none missing.

• As a rule, use the formats:

  1.  a. 	 A.	

  2.  b. 	 B.	

  3.  c.  	 C.	

 Rather than: 

  1)  a) 	 A)	

  2)  b) 	 B)

  3)  c) 	 C) 

7. Callouts and In-text References
Make sure callouts and references are cross-
checked and in the proper location with regard 
to figures, footnotes, tables, etc.

• figures and tables should be placed after the 
in-text callout, or on the same page as the 
callout—not on the previous page
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• footnote callouts should be on the same page 
as the actual footnote

• anything being referred to as “below,” 
“above,” “following,” etc., is actually where 
it is being referred to

8. Figures and Tables
Figures and tables should be placed in the proper 
location within the text (after the in-text callout, 
or on the same page as the callout—not on the 
previous page).

• make certain the correct figure or table is 
used

• the captions must be formatted consistently; 
use the chapter number and figure number 
to name figures (e.g., Figure 5-1 for the first 
figure in chapter 5, Figure 3-6 for the sixth 
figure in chapter 3, etc.)

• be sure the captions refer to the correct figure 
or table

9. Proofing the CRC Project
CRCs are camera-ready copy—typically, this 
means we create a PDF from digital files sup-
plied to us by the author. We do not typeset these 
manuals, and this means that for the most part, 
we can do little to change text for CRCs. 

Because there isn’t much we can do to CRCs, the 
proofreading process is very basic. We’ll check 
pagination, title and copyright pages for the cor-
rect titlestring, publication year and edition, the 
table of contents against page numbers, chapter 
titles, and headers/footers, text flow, correct fonts 
(especially in equations), and the quality and ac-
curacy of graphics. 

CRCs should, in almost all cases, match the 
author-supplied material exactly. Any differ-
ences between the author original and CRC for 
press should be flagged on the side of the page 
and annotated.

If you see a major problem in the author’s origi-
nal (wrong dates on a syllabus, an equation that 
doesn’t look right to you, misspellings, etc.), it 
should be noted with a flag on the side of the page. 
Minor problems, such as misplaced punctuation 
or headers not matching the table of contents 
and/or chapter title exactly, are not typically is-
sues we can change for this edition.
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10. Glossary of Common Spelling and Formatting Styles

A 
affect: as a verb, affect means “to influence,” as in “smoking may affect your health” or “to adopt a 
pose or manner” as in “She affected ignorance.”  Affect is very rarely used as a noun. (see effect)

assay: commonly used chemsitry term

B 
Büchner: proper name, always capital B, umlaut over u

Bunsen: proper name, always capital B

buret/burette: either is acceptable, as long as it’s consistent within the text

C 
carboy: one word

check-in: as a noun, this word is hyphenated (e.g., upon check-in, I went to my room) 

check in: as a verb, it is two words, no hyphen (I went to check in at the hotel)

checklist: one word, no hyphen

checkout: as a noun, this word is one word, no hyphen (e.g., upon checkout, I got my deposit 
back)

check out: as a verb, it is two words, no hyphen (I have to check out this book from the library)

Chem-Wipe: always hyphenated; capital C, always capital W, always use trademark symbol in 
headers, chapter titles, TOC, and running headers and footers 

cis: geometric (cis/trans) isomerism; should be italicized (see trans), but as long as it’s consistent it’s 
OK.

coverslip: one word

cuvet/cuvette: either is fine, as long as it’s consistent

D
dB: abbreviation for decibel; note the B is always capped, the d always lowercase

dropwise: always one word, no hyphen

E
e.g.: always use with a comma: e.g., like this.  Stands for “exempli gratia,” which means “for example,” 
not to be confused with i.e., which means “that is to say.” No italics preferred, but either way is fine 
as long as it’s consistent
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e-mail: preferred spelling; E-mail only when it begins a sentence.  Email (no hyphen, beginning of 
sentence) and email also acceptable—consistency is what is important

effect: as a verb, effect means “to accomplish,” as in “the prisoners effected an escape.”  Used more 
often as a noun than affect, as in “personal effects” or “the damaging effects of war.” (see affect)

etc.: stands for et cetera; should always have a period at the end. Initial cap only if it begins a sen-
tence

Erlenmeyer flask: capital E

Excel®: brand name, always capital E, always use trademark symbol in headers, chapter titles, TOC, 
and running headers and footers 

eyedropper: one word, no hyphen

eyewash: one word, no hyphen

F 
fume hood: always two words

G 
Genus, species: the second is a subgroup of the first; the convention is to initial cap the genus but 
not the species, as in Homo sapiens (see taxonomy)

H 
hot plate: always two words

I 
i.e.: always use with a comma, i.e., like this.  Stands for “id est,” which means “in other words” or 
“that is to say,” not to be confused with e.g., which means “for example.” No italics preferred, but 
either way is fine as long as it’s consistent

internet: either lowercase or initial cap, as long as it’s consistent throughout (though lowercase is 
preferred)

its, it’s: “its” is the possessive form of it, as in “put that in its place”; “it’s”  is the contraction of it is, 
as in “I don’t think it’s necessary to do that”

J 
Johns Hopkins: note the ‘s’ at the end of both; not John Hopkins, as is commonly believed

K 
Kimwipe: brand/proper name, one word, always capital K, always use trademark symbol in head-
ers, chapter titles, TOC, and running headers and footers 
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L 
L: abbreviation for Liter; capped preferred (as in 2 L bottle), but lowercase is also acceptable as long 
as it’s consistent (as in 2 l bottle)

M 
makeup: one word, no hyphen; noun meaning the composition of something, as in “the genetic 
makeup of this species” 

make-up: used as an adjective when hyphenated, as in “make-up test”

mL: abbreviation for milliliter; lowercase m, capped L preferred (as in 5 mL dose), but lowercase L 
is also acceptable as long as it’s consistent (as in 5 ml)

Mel-Temp: brand name; should always be spelled like this, always use trademark symbol in headers, 
chapter titles, TOC, and running headers and footers 

micropipet/micropipette: one word; either is acceptable as long as it’s consistent within the text

N 
x

O 
x

P 
Parafilm: brand name, always capital P, one word, always use trademark symbol in headers, chapter 
titles, TOC, and running headers and footers 

Pasteur pipet/Pasteur pipette: proper name, always capital P

Petri dish: proper name, always capital P

pipet/pipette: either is acceptable, as long as it’s consistent within the text

PowerPoint®: proper/brand name, always one word, both Ps capped, always use trademark symbol 
in headers, chapter titles, TOC, and running headers and footers 

Q 

x

R 
ring stand: two words, no hyphen

S 

setup: one word, no hyphen; noun meaning the constitution or makeup of something, as in “the 
setup of this experiment is simple.” Never hyphenated
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set up: when used as a verb, this is two words, no hyphen; as in “I set up the experiment wrong.” 
Never hyphenated

stir bar: two words, no hyphen (unless consistently used)

stir rod: two words, no hyphen (unless consistently used)

stir plate: two words, no hyphen (unless consistently used)

stopcock: one word, no hyphen

T 
tabletop: one word, no hyphen

taxonomy: order of divisions—kingdom, phylum (pl. phyla), class, order, family, genus (pl. genera), 
species (pl. species)

test tube: two words

that: when used in a restrictive clause (a defining clause), it should not be set off by a comma, as in 
“The tree that had no leaves was a birch.” (see which)

trans: geometric (cis/trans) isomerism; should be italicized (see cis), but as long as it’s consistent it’s 
OK.

U 
x

V
x

W 
watch glass: two words, no hyphen

website: one word, Website with capital W only if it begins a sentence; not Web site, web site, Web 
Site, or any other variation (unless the variation is consistently used)

webpage: one word, no capital W unless it begins a sentence (unless the variation is consistently 
used)

which: when used as a nonrestrictive clause (a nondefining clause that can be considered parentheti-
cal), as in “The tree, which had no leaves, was a birch.” (see that)

X 
x-axis: always lowercase x, always one word hyphenated

X-ray: always one word hyphenated, always capital X
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Y 
y-axis: always lowercase y, always one word hyphenated

Z 
x


