
Editing and Proofing 
(GLWLQJ�DQG�SURRILQJ�DUH�LPSRUWDQW�VWDJHV�LQ�WKH�ZULWLQJ�SURFHVV��,W�LV�KLJKO\�LPSRUWDQW�WR�UHYLHZ�WKH�

SLHFH�DV�D�ZKROH�EHIRUH�VXEPLWWLQJ�LW�DQ\ZKHUH���/HDUQLQJ�WR�HGLW�DQG�SURRIUHDG�RQ�\RXU�RZQ�DV�ZHOO�DV�

HQJDJH�LQ�SHHU�UHYLHZ�LV�D�YDOXDEOH�VNLOO��%HORZ�DUH�VRPH�WLSV�IRU�HGLWLQJ�DQG�SURRILQJ�� 

Are editing and proofing the same thing?  
1RW�H[DFWO\��$OWKRXJK�PDQ\�SHRSOH�XVH�WKHVH�WHUPV� 

LQWHUFKDQJHDEO\��HGLWLQJ�DQG�SURRILQJ�DUH�GLIIHUHQW�

VWDJHV�RI�WKH�ZULWLQJ�DQG�UHYLVLRQ�SURFHVVHV��7KH\�DUH�

VLPLODU�LQ�ZKDW�WKH\�ERWK�GHPDQG�FORVH�DQG�FDUHIXO�

UHDGLQJ��KRZHYHU�WKH\�IRFXV�RQ�GLIIHUHQW�DVSHFWV�RI�WKH�

WH[W�DQG�XVH�GLIIHUHQW�WHFKQLTXHV��(GLWLQJ�IRFXVHV�RQ�

KLJKHU-RUGHU�FRQFHUQV��VXFK�DV�FODULW\��GHYHORSPHQW��

DQG�RUJDQL]DWLRQ��3URRILQJ�IRFXVHV�RQ�ORZHU-RUGHU� 

FRQFHUQV�VXFK�DV�JUDPPDU��VSHOOLQJ��DQG�SXQFWXDWLRQ�� 

Tips for Editing and Proofing  
• Leave the text alone for a while. ,W�LV�KDUG�WR�

HGLW�RU�SURRIUHDG�D�SDSHU�WKDW�\RX�KDYH�MXVW� 

ILQLVKHG�ZULWLQJ��<RX�DUH�WRR�IDPLOLDU�ZLWK�WKH� 

FRQWHQW�DQG�DUH�OLNHO\�WR�VNLS�PDQ\�HUURUV�GXH�WR�

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

ZHHNV�LI�GHDGOLQHV�DOORZ��'LVWUDFW�\RXU�PLQG�IURP�WKLV�SDUWLFXODU�WH[W��*R�IRU�D�UXQ��7DNH�D�QDS��

5HDG�D�ERRN��&OHDU�\RXU�KHDG�RI�ZKDW�\RX�ZURWH�VR�WKDW�ZKHQ�\RX�FRPH�EDFN�WR�LW��\RX�DUH�DEOH�WR�

ORRN�DW�LW�ZLWK�D�IUHVK�SHUVSHFWLYH��,I�SRVVLEOH��KDYH�D�IULHQG�ORRN�LW�RYHU�LI�\RX�FDQQRW�FRPH�WR�WKH�

:ULWLQJ�&HQWHU��6RPHRQH�ZKR�LV�UHDGLQJ�\RXU�SDSHU�IRU�WKH�ILUVW�WLPH�FDQ�UHDG�LW�ZLWK�IUHVK�H\HV�� 

• Decide how you edit and proofread most effectively. 'R�\RX�WHQG�WR�QRWLFH�PRUH�HUURUV�

ZKLOH�ZRUNLQJ�ZLWK�D�SULQW�FRS\�RI�\RXU�WH[W"�'R�\RX�VHH�PRUH�PLVWDNHV�ZKHQ�UHYLHZLQJ�\RXU�SDSHU�

RQ�WKH�FRPSXWHU"�6RPHWLPHV�WKH�PHGLXP�FDQ�DIIHFW�\RXU�DELOLW\�WR�UHYLHZ�WKH�WH[W��7U\�ERWK�RI�

WKHVH�D�IHZ�WLPHV�DQG�ILQG�RXW�ZKDW�ZRUNV�EHVW�IRU�\RX�� 

• Edit in an environment that you can focus in. 'R�QRW�HGLW�ZKLOH�ZDWFKLQJ�WHOHYLVLRQ�RU�ZKLOH�

OLVWHQLQJ�WR�ORXG�PXVLF��)LQG�D�SODFH�ZKHUH�\RX�FDQ�FRQFHQWUDWH�RQ�WKH�WDVN�DW�KDQG�� 

• Try changing the look of your text. 6RPHWLPHV�FKDQJLQJ�WKH�VL]H��FRORU��VSDFLQJ��RU�VW\OH�RI�WKH�

WH[W�PLJKW�WULFN�\RXU�EUDLQ�LQWR�WKLQNLQJ�WKH�WH[W�LV�D�GLIIHUHQW�GRFXPHQW��7KH�PRUH�GLVWDQFHG�\RX�

FDQ�EHFRPH�ZLWK�WKH�WH[W��WKH�EHWWHU�DEOH�\RX�ZLOO�EH�WR�FDWFK�PLVWDNHV�� 

 

 



• Try to do your editing and proofing in several intervals. 7DNLQJ�D�EUHDN�D�IHZ�SDJHV�LQWR�

\RXU�HGLWLQJ�DQG�SURRILQJ�PLJKW�EH�EHQHILFLDO��,I�\RXU�WH[W�LV�ORQJ��\RXU�IRFXV�LV�PRUH�OLNHO\�WR�WKLQ�

RXW�DQG�WKXV�\RX�ZLOO�PLVV�HUURUV��,I�\RX�ORRN�DW�WKH�GRFXPHQW�LQ�VHYHUDO�LQWHUYDOV��\RX�ZLOO�EH�PRUH�

OLNHO\�WR�NHHS�\RXU�IRFXV�WKURXJKRXW�WKH�GRFXPHQW�� 

• Focus on editing and proofing for the higher order concerns��VXFK�DV�FODULW\�DQG�FRQWHQW�� 

What is Editing?  
(GLWLQJ�LV�ZKDW�\RX�GR��RU�VKRXOG�GR��RQFH�\RX�ILQLVK�\RXU�ILUVW�GUDIW��<RX�UHUHDG�\RXU�GUDIW�WR�VHH�ZKHWKHU�

LW�LV�ZHOO-RUJDQL]HG��LI�WKHUH�DUH�WUDQVLWLRQV�EHWZHHQ�SDUDJUDSKV��LI�\RXU�HYLGHQFH�VXSSRUWV�\RXU�DUJXPHQW��

DQG�LI�\RXU�FLWDWLRQV�DUH�FRUUHFW�DFFRUGLQJ�WR�WKH�IRUPDW�\RX�DUH�XVLQJ��7KHUH�DUH�VHYHUDO�FRPSRQHQWV�WR�

HGLWLQJ�� 

Content  

• +DYH�\RX�PHW�DOO�RI�WKH�UHTXLUHPHQWV�IRU�WKLV�SURMHFW"� 

• $UH�RI�ऒؒ礧⃱�ဃR瘧రĀ〄WH�DQG�FRQԧ戀"� 

• 








