PROOFREADING
Proofreading means to read your work over for errors in order to correct.  The following are typical kinds of errors you will find:

Format Errors

· look to see if work is attractively spaced and placed on the page
· check the specified formatting instructions 
· margins may be too large or small
· bold, underlining, italics and centering may enhance parts of you work such as titles and subheadings (also check these type of features haven’t been overused.)
· spacing between words, and after punctuation marks may be incorrect (one space after a comma, two spaces after a period, question mark, or exclamation mark at the end of a sentence
Keying/Typing Errors

· letters missing

· words misspelled

· spacing between words

Spelling, Grammar and Punctuation Errors

· does the material make sense?

· check MS Word green wiggle lines for grammar attention and red wiggle lines for spelling errors
· check carefully for the incorrect use of real words (e.g. there vs their, its vs it’s)

Copy Errors

· check names, addresses, numbers, for accuracy

Content Errors

· read to make sure the words actually make sense

How to Proofread

· read line-by-line with a ruler

· read line backwards when copy typing is involved
· read your work word to a partner so they can check your document for accuracy
