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Proofreading and reviewing the
typographical trials
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Writing quality can help to determine whether a grant
review committee recommends a proposal for funding. In a
job application, writing guality can help to determine whether a
selection committee invites the applicant to an interview. The
strength of report writing can determine whether a submission
to an audience accepted outright, accepted with minor revision,
accepted with major revision, or rejected outright.
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Proofreading !
~ Ine typogranhical trials
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Proofreading is primarily about searching your writing for
errors, both grammatical and typographical, before submitting

your paper or report for an audience. Use this resource to heip
you find and fix common errors.
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Though everyone has a unique proofreading process, there are
some general strategies that can be helpful to most writers. Begin

improving your proofreading skills by trying out the guidelines
listed below.
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Take a break! Allow yourself sometime between writing and
proofing. Even a five-minute break is productive because it
will help you get some distance from what you have written.
The goal is to return with a fresh eye and mind.
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Leave yourself enough time. Since many errors are made by
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speeding through writing and proofreading, you should take
your time 1o look over your writing carefully. This will help you
to catch errors you might otherwise miss. Always read through
your writing slowly. If you read at a normal speed, you won't
give your eyes sufficient time to spot errors.

LS S 3l 3 e wlamdn Sl cugea 3350 361,38 . Jle cigua, |31

RO

Read aloud. Reading a paper aloud encourages you to read

every little word.
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Role-play. While reading, put yourself in your audience’s shoes.
Playing the role of the reader encourages you to see the paper
(report} as your audience might.
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Get others involved. Asking a friend or a Writing Lab tutor to read
your paper will let you get another perspective on your writing
and a fresh reader will be able to help you catch mistakes that
you might have overlooked.
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Personalizing Proofreading
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in addition to following the general guidelines above,
individualizing your proofreading process to your needs will help
you proofread more efficiently and effectively. You won't be able
to check for everything (and you don't have to), so you should
find out what your typical problem areas are and iook for each
type of error individually. Here's how:
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Find out what errors you typically make. Review instructors’
comments about your writing and/or review your paper with a
Writing Lab tutor.
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Learn how to fix those errors. Talk with your instructor and/or with
a Writing Lab tutor. The instructor and the tutor can help you
understand why you make the errors you do so that you can
learn to avoid them.
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Use specific strategies. Use the strategies detailed on the

following pages to find and correct your particular errors in
usage. sentence structure, and spelling and punctuation.
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Proofreading can be much easier when you know what you are
iooking for. Although everyone will have different error patterns,
the following are issues that come up for many writers. When
proofreading your paper, be on the lookout for these errors. Always
remember to make note of what errors you make frequently—this
will help you proofread more efficiently in the future!
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Do NOT rely on your computer's spelicheck-it will not get
everything!
Examine each word in the paper individually by reading carefully.

Moving a pencil under each line of text helps you to see each
word.
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If necessary, check a dictionary to see that each word is spelled
correctly.
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Reading the paper aloud (and slowly) can help you make sure
you haven't missed or repeated any words.
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The comma is a valuable, useful punctuation device because it

separates the structural elements of sentences into manageable

segments. The rules provided here are those found in traditional

handbooks; however, in certain rhetorical contexts and for specific

purposes, these rules may be broken.
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The following is a short guide to get you started using commas.
This resource also includes sections with more detailed rules and
examples.
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Use commas to separate independent clauses when they are

joined by any of these seven coordinating conjunctions: and,
but, for, or, nor, so, yet.

—
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Use commas after introductory a) clauses, b) phrases, or c)
words that come before the main clause.
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-Use a pair of commas in the middle of a sentence to set off
clauses, phrases, and words that are not essential to the
meaning of the sentence. Use one comma before to indicate
the beginning of the pause and one at the end to indicate the
end of the pause.
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FR |
.-Use commas to set off all geographical names, items in dates
(except the month and day), addresses (except the street
number and name), and titles in names.
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5- Use a comma to shift between the main discourse and a
quotation.
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6- Use commas wherever necessary to prevent possible confusion
or misreading.
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Remember that editing isn'tjust about errors. You want to polish
your sentences at this point, making them smooth, interesting,
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and clear. Watch for very long sentences, since they may be less
clear than shorter, more direct sentences. Pay attention {o the
rhythm of your writing; try to use sentences of varying lengths
and patterns. Look for unnecessary phrases, repetition, and
awkward spots.
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Revision in Business Writing X
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Few writers are so talented that they can express themselves
clearly and effectively in a rough draft. For short, routine business
communications, you may be able to write quite easily with little or
no revision. However, for most business writing—especially longer,
more complex letters and reports—you should expect to revise,

sometimes substantially, to insure that you've said exactly what you
meant {o say in a manner that the reader will understand.
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Remember: An ineffective message is a waste of everyone's
time.

Revision Provides a Service for Your Reader

hile it 335 ol Wbl e W1 B gl e 5 00k Laiiie Ladls S 13]

Pl T kg

57 23 watill ga50 £ Aeearl Awand Alsr
. Try b, o ;



5 aLuialy g b Jia 15 Hhlie e il e 5515 0
e L Lo s o ol gl poendd Gy 3 Sl 0L B plalilly
Lub 0985 Amaill ey p s Jleal LUSHS ulh)ls W = P La_;l
o ypalls
If you are always satisfied to send out the first draft of your
letter or report, you are not serving your reader well. Not only are
you asking a high payment in terms of your reader’s time and
attention and running the risk that the reader may misinterpret
or be confused by what you have to say, but you are also risking
your reader’s low opinion: careless, hasty, unrevised writing is
always apparent.
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Revision Requires a Shift in Your Perspective
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To revise effectively, you must first distance yourself from
your writing so that you can respond objectively. In other words,
you need to shift your perspective by assuming the role of the

reader. To accomplish this, you should get away from the paper
for a while, usually leaving it until the following morning. You may
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not be able to budget your time this ideally; but you can put the
paper aside while you visit a friend, grab a bite to eat, or work on
something else. Unless you divorce yourself from the paper, you
will probably remain under its spell: that is, you will see only what
you think is on the page instead of what is actually there. And you
will be unable to transport yourself from your role of writer to that
of reader.
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Such objective distance may at first seem difficult to achieve;
however, the following questions should help you to systematize
the revision stage of your letter and report writing and enable you

to keep your reader in mind as you determine appropriate detail,
language, tone, organization, and mechanical correctness.
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Detail: Deciding What to Include
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1-What does my reader want or need to know to enable him or
her to understand my message?
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Does my letter/report answer all the questions my reader has
asked or questions he or she may have in mind?
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What is my purpose in writing this letter/report?
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Does my letter/report give all the information needed to
accomplish this purpose?
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What purpose does this communication serve for my reader?
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Have | included ONLY the material essential to my reader’s

purpose and understanding? Or am | boring or distracting my
reader with unessential and/or obvious information?
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What do | want my reader to do when he or she finishes reading
my ietter or report?
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Have | included all the information he or she will need to enable
my reader to easily take this action or make this decision?





