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Editing and Proofreading skills

- What is editing?

- What is proofreading?

- Why edit and proofread?

- Top ten editing and proofreading tips.




What is editing?

- Editing improves a version of the text which is

nearly completed. K ny

Editing aims to: e \
- improve quality of writing

» delete unimportant information
- make stronger arguments
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What is proofreading?

- Proofreading is checking for
- spelling

- punctuation

- capitalization

- subject-verb agreement

- Note: Content is not the focus during proofreading.



R
Why edit and proofread?

- Editors expect:

- accurate writing

- well-researched facts
- clear ideas

e strong arguments

- correct formatting

- Note: sometimes journalist errors are not mentioned, however, they
are almost always noticed.
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Top 10 editing and proofreading tips

- Computer spell check

- Allow enough time

- Print your work

- Keep a list of common errors
- Edit with problems in mind
- Read aloud

- Proofreads backwards

- Understand requirements

- Reference checklist

» Get help




Computer spell check

» Spell check on computers should be used.
However, be careful about:

- Using British English instead of American
English (realise-realize), (center - centre)

- Words that can be spelt in different ways (check
- cheque), (know - no), (to - too)

- Using internet browsers that do not have
automatic spell check



Allow enough time

- Do not edit and proofread your work
immediately after writing. Put aside your work
for a few days before beginning the checking

Process.
- Take four weeks to complete an essay of average
length.
1 brainstorming, research and initial writing
2 writing and research
3 correcting and revising the first draft
4 editing and proofreading



Print your work

- Printing your works helps:

- find languages mistakes

- find contest mistakes

- find formatting mistakes

- for making errors and making comments with a
pen

- friends or learning advisers to see your errors




Keep a list of common errors

- If you have common errors, should keep your
errors in an errors table

error error correction m

spelling nessessary necessary 1XC, 2XS
preposition  Discuss Discussthe  No
about the problem preposition
problem after
“discuss”

Wrong word It effectsthe If affects the affect (verb)
outcome outcome
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-~ Edit with problem in mind

If English is not your first language, you may
often repeat the same mistake.

For example:

« verb tenses, subject-verb agreement, articles, prepositions
« sentences that are too long and complicated

« paragraphs that lack focus

« phrases translated from other languages

Note: Ask a Learning Advisor to find your common errors,
then always proofread with these errors in mind.
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Read aloud

Reading your work aloud:

+ focuses attention on your work

* makes you aware of sentences that are too long
* finds grammar or deabuIary problems

+ finds arguments that are unclear and lack logical
structure

Note: Reading your text aloud can often help you
simplify your sentences.




ﬁ Proofreads backwards
Start proofreading with the last sentence and
move backwards. This helps to:

find spelling mistakes

find grammar mistakes

see each sentence independently

Note: this process may take time, however, it will
help you see you work with ‘fresh eyes’.



» Understand requirements

Understand how your work should be
formatted. Questions include:
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What margins are required?

What spacing is needed?

What headers and footers are required?
How should tables and charts be presented?
Are bullet points acceptable?

Is a table of contents required?

Is an appendix required?
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Reference checklist

. Are in-text and end-text references formatted correctly?

Are the sources paraphrased or summarised?
Are quotation marks used for direct quotes?
Are all sources acknowledged?

Is the reference list complete and accurate?




KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu

« yOpaTh HECKOJIbKO OYKB,
CJIOBO, CTPOKY
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KoppeKTypHble 3HaKMH
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R ———— -
Takas paboT CKOBCKOH H
| Caparepexoit o0ITaCTeH.

ey




KoppeKTypHble 3HaKu

* cZies1aTh MPOOeEJT Me I CJIOBaMU HUJIU 3HAKaMU

sucmeciﬁpasosannc, nonromm(fca.npoa, 199%.



KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu

* Ie4aTh B CTPOUKY (
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KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu

* 3aMEHUTD CTPOUHYIO OYKBY IIPOIHCHON WU
IIPONUCHYIO CTPOYHOM. /IBe JIMHUU CTaBSTCS IO/,
OYKBOH (IIpH 3aMeHe CTPOYHOI OYKBbI Ha
IIPONUCHYIO) WJIX HaJl OYKBOU (IIpH 3
IIPONUCHOUN OYKBbI CTPOUYHYIO)

AKT, HHCTPYKUMA = (akr, UucTpyxnus).



KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKMH

« HAOpaTh CTPOYHBIMU (I
OYKBY, CJIOBO)

COAEPKAHHE




KoppeKTypHble 3HaKu
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KoppeKTypHble 3HaKu

* CIEJIATD PA3PAAKY = —— ==



KoppeKTypHble 3HaKu

e 3HAK — JIY>KKU C HOMEepaMHU, B IOPAIKE
KOTOPBIX HAJ0 PACCTABUTH CJIOBA UJIU CTPOKHU.
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KoppeKTypHble 3HaKu

» BLIpOBHATH Kpall Habopa
e 3Hak II

* 3HAK IIPOBOJAT Ha I10JIe Y HEPOBHOT'O Kpas.

wabpanunas crpoka
nabpansan ¢
HabpaHHas CTpoxa



KoppeKTypHble 3HaKu

» 3aMeHUTH UykHe OyKBbI (APYroll rapHUTYPhI,
KerJisl, HauepTaHusa) CBOuMU/

 3HaK X

» 3HAK CTaBAT IOJ, Uy»kKou OykBol. Eciu cTpoka
IIeJIMKOM HabpaHa IIpudTOM APYyTrou
TapHUTYPHI, NI KETJIsd, UJIN HadepTaHUA, €€

OXBATBIBAIOT JIVKKOU ¢ UeNTOUKOU, PSAJIOM C
o 3mak crasar 0 6
KOTOPOH CTaB oA QY Oyxaol



KoppeKTypHble 3HaKu

» BLIDOBHATDH MEKIYCIOBHBIE ITPOOEIBI

« 3HAK CTaBAT B MEXKAYCJIOBHBIX ITpobOeIax

CTPOKHM.
JHAK CTABAT B NpO-
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