
Proofreading Tips
There are several methods you can use to help find possible errors in your own writing. Try 
them all separately or in conjunction with one another to see what processes work best for 
you and your writing.

Proofread Separately

Other aspects of the writing pro-
cess (prewriting, drafting, revising) 
can be done in any order, or done 
at the same time. However, proof-
reading should always be the final 
step, separate from other steps 
in your writing process. If you are 
engaged in more than one aspect 
of writing at once, you are likely to 
be too busy to notice errors. Save 
proofreading for last!

Take a Break

If you have managed your time 
well while preparing your draft, 
you should have some time to set 
the document aside before you 
proofread. Your brain needs to 
rest. If you are able to give yourself 
a long break between writing and 
proofreading -- preferably a day or 
two -- you will be capable of catch-
ing more errors in the text the next 
time you look at it.

Mark Your Text

It is always helpful to print out a 
hard copy of your paper in order 
to mark it up with pen or pencil 
during the proofreading process. 
This way, you can make changes 
on the page and double-check 
whether they are correct before 
you make changes to the actu-
al document. Circle or underline 
questionable parts of the text can 
help when looking over the text 
again, if you aren’t sure if there are 
any actual problems. Marking your 
text as you proofread will allow 
you to focus on content while also 
finding possible errors to go back 
and correct.

Read Backwards

One of the best ways to find errors 
in your writing is to read your text 
backwards. Go to the end of your 
document and look at the last 
sentence. Read the sentence as you 
normally would. Separated from its 
context, it may be easier to find er-
rors in individual sentences. Going 
backwards through the text, isolat-
ing one sentence at a time, forces 
you to read slowly. This strategy 
can help you pay more attention 
to grammar and mechanics than to 
content and ideas.

Read What You Wrote

Be careful to read exactly what 
you have written. If you read too 
quickly or too soon after finishing 
your draft, your brain may men-
tally correct your errors during 
proofreading, even while the errors 
remain on the page. Reading out 
loud may help with this -- your ear 
will hear errors even if your eyes 
don’t spot them.

Get Help When Possible

If you have the time and resources, 
one of the best methods of proof-
reading is to have someone help. 
Another set of eyes on the page 
may help errors stand out more, 
and reading out loud to a friend or 
family member will make awkward 
or strange-sounding sentences 
apparent. If your school or univer-
sity has a writing center, a tutoring 
center, or other academic sup-
port services, they may be able to 
provide one-on-one help not only 
with proofreading, but with other 
steps in the writing process as well.

b
ri

d
gi

dc
as

si
n.

co
m


