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Power Proofreading

Naturally, before turning papers in, carefully check the work for errors. Here are various ways in which you can proofread papers.

· Put the paper aside for at least a day.  Catching errors will be easier when the content is not as fresh in your mind.

· References. Keep a dictionary, thesaurus, and style manual close by for quick use. 
· Partner up. Have someone read your paper aloud, while you follow along on another copy.  Mark areas you want to change. 
· Page setup. In order to proofread more easily, triple space your paper, leave wide margins, and begin each sentence on a new line so that errors are more obvious.

· Computer proofing. If you are proofreading on a computer, enlarge the text on-screen so that the errors stand out, and scroll down line by line to avoid skipping sections.
· Read your paper backward word by word.  This forces you to look at the words more carefully.

· Proofread more than once. Focus on a specific area for each reading:

· Punctuation, word usage, or spelling.

· Pay attention to verb tenses and agreement.

· Look for pronoun-antecedent agreement: 

· Incorrect:

A person should do their homework [A person = singular, their = plural]

· Correct:

A person should do his or her homework 

People should do their homework.

· Be sure quotation marks, brackets, and parentheses are all closed. 
· Make sure that numbers are not mixed up—1959 instead of 1995—and/or missing in a sequence—11, 12, 13, 15.

Using one or more of these strategies will help eliminate errors which could cause confusion while reading your work.
[image: image2.png]@ University of Colorado
Colorado Springs




Last updated: Fall 2006

