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EDITING & PROOFREADING GUIDE

Good writing requires careful revision. In the first draft, you are just getting your thoughts on paper.
But it is when you rewrite that you make your words clearer, tighter, and more evocative. Here are a
few guidelines for improving the copy in your manuscript.

Editing Checklist
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Have | scrutinized the manuscript for spelling, punctuation, and grammar?

Can repetitive words and phrases be eliminated? (e.g., “8 p.m.” instead of “8 p.m. at night”)
Whenever possible, replace a redundancy with a synonym or a different phrase. Also try to
eliminate unnecessary words.

Is the writer using active voice and positive form? (e.g., active voice — “The safety tackled the
guarterback” instead of passive voice — “The quarterback was tackled by the safety”; positive
form — “Kathy was absent” instead of negative form — “Kathy was not present”)

Can a simpler word be used? (e.g., “Tom could walk” instead of “Tom was ambulatory”) As
much as possible, try to be specific, concrete, and descriptive (“I had a charcoal-broiled
hamburger and a juicy apple for lunch” instead of “I had fruit with my lunch”)

Is the message being obscured by confusing jargon? If the manuscript is being directed to a
broader audience, explain technical or scientific terms. (e.g., “the patient experienced a rapid
heartbeat” instead of “the patient had tachycardia”)

Have any clichés snuck into the manuscript? If so, replace them with something original.
(e.g., “kicked aside each obstacle” instead of “triumphed over adversity”)

Is care being taken to avoid nonsexist writing? Whenever possible, make a singular pronoun
plural so that you can use “their” rather than “he” or “she,” or “him” or “her.” (e.g., “workers
are responsible for their own time cards” instead of “a worker is responsible for his or her
own time card”)

Is the writer using a variety of sentence lengths? Change the pace when appropriate.

Is the correct syllabication being used? If you are unsure how to divide a word at the end of a
line, consult a dictionary.
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