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REVISING AND PROOFREADING 

 
Revising is when you edit your writing for content and style; proofreading is when 

you edit your paper for proper formatting, spelling, grammar, etc.  But first take a 

break.  You’ve worked hard.  You will be better able to catch mistakes after you 

have refreshed yourself. 

 

Revising: 

 

Revision is looking critically at your content and style.  You will discover that you 

may need to add, take away, rearrange, do more research, and generally think 

through the entire paper for logical flow and coherence.  Here are some 

checkpoints: 

 

Assignment: 

 

 The paper fulfills the assignment that your professor assigned. 

 The paper follows the guidelines your professor laid out. 

 

Title & Introduction: 

 

 The title accurately reflects what the paper is about. 

 The title and introduction catch the reader’s attention. 

 The introduction clearly states the thesis (the argument of your paper). 

 

Content: 

 

 The body of your paper provides evidence for your thesis. 

 Every argument that supports the thesis is supported by facts, testimony, 

logic, examples, data, or other material. 

 Possible objections to your argument are acknowledged and addressed. 

 The argument does not contain fallacies (see our handout, “Logical Fallacies 

in Writing”). 
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Organization: 

 

 Paragraphs are logically related to one another. 

 Clear transitions tie the paragraphs and paper together (see our handouts, 

“Transitions” and “Sentence Connectors—Transition Words”). 

 Content is arranged in sections that relate to each other. 

 Main points are ordered logically, using an appropriate organizational 

framework such as: least to most important, chronological, problem/solution, 

cause/effect, etc. 

 

Paragraphs: 

 

 Every paragraph is fully developed; the reader is not left with questions. 

 Every paragraph has a topic sentence that clearly relates the paragraph to the 

thesis. 

 Every paragraph follows a logical organization. 

 No paragraph is so long that it tires the reader.  Breaks are made in logical 

places. 

 

Sentences: 

 

 The sentences are varied in length. 

 The sentences are varied in structure. 

 Appropriate transitions are used to help readers follow the flow of ideas (see 

our handouts, “Transitions” and “Sentence Connectors—Transition 

Words”). 

 Information and quotations from your research are smoothly integrated into 

your writing. 

 

Word Choice & Style: 

 

 Unfamiliar words are defined or replaced by more common words. 

 Most verbs are active and vivid (see our handout, “Passive Verbs and How 

to Avoid Them”). 

 Avoid stereotypes. 

 Unnecessary words are omitted. 
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 Your style is easy to understand and not complicated or verbose. 

 

Conclusion: 

 

 The conclusion restates the thesis and shows how you supported it.  You 

might add a word about the importance of the position or what thought or 

action the reader might take in regard to the position or topic of discussion. 

 

 

Proofreading: 

 

Be sure to leave time for this.  Turning in a paper with obvious spelling and 

grammatical errors takes away from your work and looks sloppy to your grader.  

Be sure to proofread a printed copy as you will catch more errors this way than 

looking at a computer screen.  Read slowly and deliberately.  Read aloud.  Have 

someone else proofread your paper.  They will see errors that you will not.  It is not 

uncommon to do this a half-dozen times or more. 

 

Assignment: 

 

 The paper is the right length and includes page numbers in the specified 

format. 

 

Documentation: 

 

 The correct documentation style is used consistently; in this case, the 

SWBTS Manual of Style. 

 You always cite sources from which you borrow information and have such 

listed in the footnotes and bibliography (see our handout and our 

presentation on “Plagiarism”). 

 

Spelling: 

 

 Check for spelling errors and typos.  Be aware that spelling checkers miss 

many errors (e.g., misspelling a word by spelling another), so read aloud, 

slowly, from a print out.  This is where another proofreader can help you. 
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Grammar & Punctuation (example list): 

 

 Subject-verb agreement; pronoun/antecedent agreement; abbreviations and 

apostrophes used correctly and consistently; avoidance of contractions; 

complete sentences (no fragments, unless used rhetorically); no run-on 

sentences; punctuation is consistent and correct throughout, understanding 

the different uses of commas, colons, and semi-colons (see our handout 

“Punctuation Pattern Sheet”). 

 

 

 

The material for this handout was taken from: 

 

http://writingcenter.tamu.edu/ 

Texas A&M 
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