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Ehdltlng and Proofing T f[ el

(GLILQJI DQG SURRILQJ DUH LP SRUIDQW WIDJHV LQ WKH ZULILQJ SURFHW I LV KLIKO\ LPSRUIDQW R UHYLHZ WKH
SLHFH DV D ZKROH EHIRUH VXEPLIWLQJ L DQNZKHUH  /HDUQLQJ iR HGLI DQG SURRIUHDG RQ \RXU RZQ DV ZH() DV
HQJDJIH LQ SHHU UHYLHZ LV D YDOXDEOH VNLOO %HORZ DUH VRPH IILSV IRU HGLILQJ DQG SURRILQJ

Are editing and proofing the same thing?

LRI H[DFION $UIKRXJIK PDQN\ SHRSOH XVH IKHVH IHUPY
LQIHUFKDQJHDEO\ HGLILQJ DQG SURRILQJ DUH GLITHUHQIH
VIDJIHV RI WKH ZULILQJ DQG UHYLVLRQ SURFHVVHV 7KH\ DUH
VLPLIDU LQ ZKDIl IKH\ ERIK GHPDQG FIRVH DQG FDUHIX0
UHDGLQJ KRZHYHU WKH\ IRFXV RQ GLITHUHQW DVSHFIV RI iKH
WHIW DQG XVH GLITHUHQN IHFKQLTXHV  (GLILQJ IRFXVHV RQ
KLIKHU-RUGHU FRQFHUQV VXFK DV FODULIN GHYHORSPHQW
DQG RUJIDQLIDILRQ 3URRILQJ IRFXVHV RQ (RZHU-RUGHU

FRQFHUQV VXFK DV JUDPPDU VSHIILQJ DQG SXQFWXDWLRQ

Tips for Editing and Proofing

Leave the text alone for a while. ,WLV KDUG IR

HGLW RU SURRIUHDG D SDSHU WKDW \RX KDYH IXW

ILQLVKHG ZUWWLQJ <RX DUH WRR IDPLILDU ZLIK WKH

FRQUHQW DQG DUH OLNHO\ WiR VNLS PDQ\ HUURUV GXH IR

WKLV 3XW\RXU SDSHU DVLGH IRU D IHZ KRXUV GD\V RU

ZHHNV LI GHDGOLQHV DWORZ = LVWWUDFW \RXU PLQG IURP WKLV SDUILFXODU WH[W *R IRU D UXQ 7DNH D QDS
5HDG D ERRN  &0HDU \RXU KHDG RI ZKDW\RX ZURWH VR WKDW ZKHQ \RX FRPH EDFN WR LW \RX DUH DEOH R
ORRN DW LW ZLWK D IUHVK SHUVSHFILYH ,I SRWLEOH KDYH D IULHQG ORRN LW RYHU LI \RX FDQQRW FRPH iR WKH
= UWLQJ &HQWHU 6RPHRQH ZKR LV UHDGLQJ \RXU SDSHU IRU WKH ILUW WLPH FDQ UHDG LI ZLWK 1UHVK H\HV

Decide how you edit and proofread most effectively. "R \RX WHQG WR QRILFH PRUH HUURWV
ZKL0H ZRUNLQJ ZLWK D SULQW FRS\ RI \RXU WHW™" =R \RX VHH PRUH PLWDNHV ZKHQ UHYLHZLQJ \RXU SDSHU
RQ WKH FRPSXIWHU" 6RPHILPHV IKH PHGLXP FDQ DIHFI \RXU DELOLIN\ WR UHYLHZ WKH WH[W 7U\ ERIK RI
WKHVH D IHZ WLPHV DQG ILQG RXW ZKDW ZRUNV EHWW IRU \RX

Edit in an environment that you can focus in. "R QRWHGLW ZKLH ZDWFKLQJ WHOHYLVLRQ RU ZKLOH
OLVIHQLQJ WR 0RXG PXVLF )LQG D SODFH ZKHUH \RX FDQ FRQFHQWUDWH RQ WKH WDVN DW KDQG

Try changing the look of your text. 6RPHILPHV FKDQJLQJ WKH VL]JH FRORU VSDFLQJ RU VW\OH RI WKH
IHLW PLIKWWULFN \RXU EUDLQ LQWR WKLQNLQJ WKH WH[W LV D GLITHUHQW GRFXPHQW 7KH PRUH GLVIDQFHG \RX
FDQ EHFRPH ZLIK WKH WHLW WKH EHIWHU DEOH \RX ZL00 EH WiR FDIFK PLVIDNHV




Try to do your editing and proofing in several intervals. 7DNLQJ D EUHDN D IHZ SDJHV LQIR
\RXU HGLILQJ DQG SURRILQJ PLIKW EH EHQHILFLDO ,I \RXUWH[WLV 0RQJ \RXU IRFXV LV PRUH 0LNHO\ IR WKLQ
RXI DQG KXV \RX ZL00 PLW HUURUV , 1 \RX 0RRN DWW \KH GRFXPHQW LQ VHYHUDO LQWHUYDOV \RX ZL00 EH PRUH
OLNHO\ WR NHHS \RXU IRFXV WKURXJIKRXI WKH GRFXPHQW

Focus on editing and proofing for the higher order concerns VXFK DV FODULIN\ DQG FRQIHQW

What is Editing?

(GLLQJI LV ZKDW\RX GR RU VKRX0G GR RQFH \RX ILQLVK \RXU ILUW GUDIW <RX UHUHDG \RXU GUDIWWR VHH ZKHWKHU
LWLV ZH00-RUJIDQL]HG LI WKHUH DUH WUDQVLWLRQV EHWZHHQ SDUDJUDSKYV LI \RXU HYLGHQFH VXSSRUIV \RXU DUIXPHQW
DQG LI \RXU FLWDWLRQV DUH FRUUHFW DFFRUGLQJ WR WKH IRUPDW \RX DUH XVLQJ 7KHUH DUH VHYHUD0 FRP SRQHQWV WR
HGLILQJ

Content

+DYH \RX PHW D00 RI WKH UHTXLUHPHQIV IRU WKLV SURIHFI**
$UH RI R A IHDQG FRQ "













