Proofreading & Editing

  Proofreading or editing is the process of looking for and correcting surface mistakes. It is the important last step in finishing a piece of writing.
   By carefully proofreading, the author shows that he or she takes pride in the work and cares what readers think of it. Careless proofreading or no proofreading at all shows the opposite. Careless mistakes make the author less believable as well.
   If this lesson were full of mistakes, who would trust what the author had to say about proofreading?!
Here are some effective ways to proofread:
· Slowly read your paper aloud. This should result in reading the mistakes instead of reading what you intended to write.
· Read the last sentence of your paper first, and make your way to the top. This will cause you to read it for mistakes without getting wrapped up in your ideas.
· Have someone else check your paper. A fresh set of eyes will surely help.
· Read a printed copy. Catching errors on the computer screen is harder than catching errors on paper.
· Keep track of errors from past assignments. If you know what errors you are prone to making, you will know what to be on the lookout for.

When proofreading, look for the following:
Spelling
· misspelled words

· wrong words (i.e., principal/principle)

Capitalization
· sentence beginnings

· proper nouns

Grammar and Usage
· verb tense

· subject verb agreement

· parallelism

· pronoun reference

· fragments, comma splices, run-ons

Punctuation
· end punctuation

· commas

· quotes

· apostrophes
Format
· font

· margins

· spacing

· page numbering

Other
· double words

· missing words

· typos (mistakes made when accidentally hitting the wrong key[s])

