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Writing 
Skills 

	

  Proofreading 

 
 
Proofreading is the time to finely tune your writing to be sure the writing is clear and 
correct. This stage should be near the end of the writing process. Proofreading requires 
patience and focus, but often it is one of the most hurried parts of writing. This is a major 
mistake.  
 
Time 
It is of central importance that you begin your writing process early enough to allow a 
proper proofread. Why spend all that time researching and crafting ideas only to confuse 
them in the end with poor grammar and punctuation?  
 
Focus 
Proofreading requires a degree of care and attention that is different from other steps in 
the writing process. In a writing workshop, a student wisely asked, why are so many errors 
invisible to me when I proofread? This is a great question, because I am sure we have all 
felt this. Aside from having enough time that we don’t rush, we also need to be in the right 
frame of mind to see what’s really there.  
 
 Tips 

• Read out loud and edit as you read 
• Share your essay with a friend or colleague asking for specific feedback 
• Take a walk before you proofread 
• Choose the time of day when you are most focused to proofread  

 
What to look for 
When you proofread, it is best to do multiple passes through the text looking different 
things each time. Do one pass looking at sentence length and comma usage. Turn some 
commas into full stops. Cut extraneous phrases. Combine information where needed. 
Then, do another pass looking specifically at spelling--of names, texts, and your own 
words. Do another pass looking to be sure you have good topic sentences and transitions 
between paragraphs. Do another pass looking to be sure you aren’t offering redundant 
verbs (especially is, are, was, were, has, have, been). Do another pass to be sure the 
subject of each sentence is clear. Be sure you aren’t switching pronouns in the text from I 
to we to you. Be sure you are in control of time--don’t switch too much between past and 
present or future tense. 
 


