	
	
	



Proofreading Strategies
Take a Break Before Proofreading
· Why it works: Creates mental distance, so you catch errors more easily.
· Tip: Wait a few hours—or ideally, a day—after writing.
Read Aloud
· Why it works: Forces you to slow down and helps catch awkward phrasing or missing words.
· Tip: Even better—have someone else read it to you.
Use a Ruler or Finger to Guide
· Why it works: Focuses attention on one line at a time.
· Tip: Try covering the lines below with paper to stay focused.
Check for Common Problem Areas
· Homophones: their/there/they’re
· Subject-verb agreement
· Verb tense shifts
· Apostrophe misuse
· Repeated or missing words
· Punctuation around quotes
Use a Checklist
Keep a personal proofreading checklist based on your most common mistakes. For example:
· All sentences start with capital letters.
· No fragments or run-ons.
· Proper names are capitalized.
· Paragraphs are indented or spaced correctly.
Get a Second Set of Eyes
· Why it works: Others catch what you overlook.
· Tip: Join a peer editing group or swap work with a friend.
	
	



