(Faigley, The Penguin Handbook, Worksheet 17)

Worksheet 17

Name_____________________________

Class__________ Date_______________

Proofreading Your Draft

As we note in chapter 5, when you proofread you’re generally concerned with cosmetics—spelling, mechanics, and formatting. These things don’t bear upon the quality of your argument. However, they do bear significantly upon your ethos. Misspelled words, typos, and grammatical errors are sure to reduce your credibility with your audience.

Follow these steps to proofread your draft.

1. Use your word processing program’s spelling and grammar checker. However, don’t automatically accept all of the changes that it recommends. Carefully consider each of its recommendations, one by one. You will find that some of its recommendations are helpful and some are not.

2. Print out your draft and make sure that it is correctly formatted. 

· Have you followed all of the formatting instructions detailed in the assignment?

· Are your headers, footers, and page numbers (if required) in the right place? 

· Does your project need to be double-spaced? 

· Are all the visuals clear, correctly placed, and accurately identified? 

· Have you cited your sources correctly? 

3. Read through your draft carefully. You might read it aloud, or use a ruler to read it line by line. Or, you might read it backwards, sentence by sentence (or even word by word), just to make sure that you move as carefully as possible.

4. List any and all questions that you have while completing these steps. Consult the text to answer any questions you have about punctuation, capitalization, italics, abbreviations, acronyms, and numbers. Consult with classmates, your instructor, or some other appropriate resource to answer all other questions.

