PROOFREADING AND EDITING


“GOOD WRITING IS NO ACCIDENT.  It is, in fact, an unending parade of decisions.  Superficially some of these decisions appear to be mechanical only: spelling, vocabulary, grammar, and punctuation.  However, clarity, conciseness, and coherence underlie each choice.  They must if your writing is to directly and powerfully communicate what you want to say” (Kessler, 121).


“WRITERS WRITE TO BE UNDERSTOOD.  Thoughts must be clear; sentences must be comprehensible.  Clarity, conciseness and coherence begin with individual word choice.  From that point on, every grammatical decision either enhances or detracts from this triple goal.  Imprecision, clutter, misplaced phrases and murky construction have no place in good writing.  The goal is lean, powerful communication.  It is not an easy goal.  But it is---with practice, patience, hard work and a firm grasp of grammar---an attainable one” (Kessler, 136).


Use the following as a guide for proofreading and editing your work.  I expect that you will create one more rough copy before your final submission.  Be sure to edit soon, leave your work for two days, and edit again.  You will create a much better paper that way.

SPELLING:
· Use spell check on your computer to start, but do not rely on it 100%.

· Have a person you know has good spelling to proofread your paper for spelling mistakes.

· Do it “the old fashioned way”: use a dictionary
GRAMMAR:
· Use grammar check on your computer but do not rely on it 100%.

· Have a person proofread your paper.

· The more complicated you attempt to get with your writing, the more chances you have of making grammatical mistakes.

· Avoid starting sentences with “and” or “but” in academic writing.

WRITING STYLE:
· Avoid clichés.

· Do not use compound words in academic writing. For example, use “it is” rather than “it’s”.

· Avoid gender-specific language (ie. Mankind)
· Use rhetorical questions sparingly.  They should not replace your position on the issue.

· Avoid using “etc”.  It is better to start off listing a few examples rather than making it seem like you can’t be bothered to finish your thought.

· Avoid using first-person (I think, I believe) in academic writing.

· Avoid putting information in brackets.  If it’s important to the overall clarity of your writing, then make the effort to put it in a sentence.
· Don’t get fancy with your vocabulary or phrasing if it is at the expense of clarity.

PURSUASIVE WRITING:

· Review and use methods of development where appropriate.  They will help make your position more persuasive and clear.

· Analyze the examples you have provided as your evidence.  Make it clear why it is quality evidence.
· Be sure that all of your arguments (topic sentences, and the overall paragraph) explicitly prove or tie into your thesis.

· Do not ignore the power of a good conclusion.  It should include a re-statement of your arguments and thesis in different words to avoid repetitiveness.  This is the last chance you have to impress your reader so it is very important!

· Do all of your sentences have a purpose?

· Does every word in each sentence have a purpose?  Could you create the same meaning with less or more direct words?

PROFESSIONALISM:

· In the interest of cutting down on paper, you do not need to give me a title page.  Please make sure that your name is at the top of the first page of your essay.

· Number all pages.

