
Editing and Proofing 
Editing and proofing are important stages in the writing process. It is highly important to review the 

piece as a whole before submitting it anywhere.  Learning to edit and proofread on your own as well as 

engage in peer review is a valuable skill. Below are some tips for editing and proofing.  

Are editing and proofing the same thing?  
Not exactly. Although many people use these terms  

interchangeably, editing and proofing are different 

stages of the writing and revision processes. They are 

similar in what they both demand close and careful 

reading, however they focus on different aspects of the 

text and use different techniques. Editing focuses on 

higher-order concerns, such as clarity, development, 

and organization. Proofing focuses on lower-order  

concerns such as grammar, spelling, and punctuation.  

Tips for Editing and Proofing  
• Leave the text alone for a while. It is hard to 

edit or proofread a paper that you have just  

finished writing. You are too familiar with the  

content and are likely to skip many errors due to 

this. Put your paper aside for a few hours, days, or 

weeks if deadlines allow. Distract your mind from this particular text. Go for a run. Take a nap. 

Read a book. Clear your head of what you wrote so that when you come back to it, you are able to 

look at it with a fresh perspective. If possible, have a friend look it over if you cannot come to the 

Writing Center. Someone who is reading your paper for the first time can read it with fresh eyes.  

• Decide how you edit and proofread most effectively. Do you tend to notice more errors 

while working with a print copy of your text? Do you see more mistakes when reviewing your paper 

on the computer? Sometimes the medium can affect your ability to review the text. Try both of 

these a few times and find out what works best for you.  

• Edit in an environment that you can focus in. Do not edit while watching television or while 

listening to loud music. Find a place where you can concentrate on the task at hand.  

• Try changing the look of your text. Sometimes changing the size, color, spacing, or style of the 

text might trick your brain into thinking the text is a different document. The more distanced you 

can become with the text, the better able you will be to catch mistakes.  

 

 



• Try to do your editing and proofing in several intervals. Taking a break a few pages into 

your editing and proofing might be beneficial. If your text is long, your focus is more likely to thin 

out and thus you will miss errors. If you look at the document in several intervals, you will be more 

likely to keep your focus throughout the document.  

• Focus on editing and proofing for the higher order concerns, such as clarity and content.  

What is Editing?  
Editing is what you do, or should do, once you finish your first draft. You reread your draft to see whether 

it is well-organized, if there are transitions between paragraphs, if your evidence supports your argument, 

and if your citations are correct according to the format you are using. There are several components to 

editing:  

Content  

• Have you met all of the requirements for this project?  

• Are  of ֿכḥ 6 o ľ te and conᴇ ?  

• 








