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Good Proofreading
All work before it is handed in should be proofread, or in other words, checked through for grammar and mistakes. It is a shame to lose marks through for careless mistakes. If the good ideas are all there and expressed clearly it will always convey its authority far more effectively!
Hints for successful proofreading:
· If there are types of errors you know you tend to make, double check your work for these 
· Read your final draft out loud. If your sentences work and flow in speech then it is more than likely that your sentence structure and grammar is fine. 

· Slow down your reading and concentrate on each word. Slowing down will help you to spot errors you may normally skip over.
· A helpful tip is to give your mind a chance to rest in between typing and proofreading the final draft. This will help you to what is actually on the page, rather than what you thought you wrote. Nevertheless, this is one of the more difficult aspects of proofreading as you are so closely connected to your own work so proofread more than once. If possible, work with someone else.
· Proofread from paper rather than the screen – nobody seems to know why, but it is easier to proofread from the printed copy and you’ll miss fewer mistakes.
How we make mistakes
We tend to make mistake without thinking. This appears to happen in two main ways:
1. Habit. If you have always misspelled a certain word then more than likely you’ll do it again and again without ever realising. 
2. Lack of attention. We can often be excited about what we are writing and our pen may move faster than our thoughts. Often we try to work for too long a period and we become tired – then we make all sorts of errors! Sentence structure often suffers when we are tired.
Making these unconscious mistakes often makes them difficult to spot. Furthermore, misspelling is often missed by the spellchecker, for example, ‘meat’ when you really meant ‘meet’ or the infamous ‘there’ and ‘their’. Re-reading slowly with a clear brain will help to spot these errors. 
Normally when we read at our normal speed, we recognise words by their form and perhaps their first and last letters. We are also affected by what we think should come next or what we thought we originally wrote.  Again slowly reading and concentrating on each word will help. A little bit of mental rest will also work wonders. Having a little mental distance and time way from your work will help you, at least to some extent, to approach it as though you would someone else’s work, with a fresher critical ability. Remember that it is twice as hard to detect mistakes in your own work as it is in someone else's so if you can work with a study buddy then do so.
Proofreading is not easy and practice helps…
Proofreading is a difficult skill to acquire and practice will make you better. It is worth persevering. Remember that one or two mistakes will not attract too big a penalty if at all. However, if you make no effort you will risk loosing meaning and making your work hard to read. It is your tutor’s job to work out what you mean – if you want good marks then help them to give them to you by making it easy to read and understand.  Proofreading also shows that you take pride in your work and that you take what you write seriously. 
Related information sheets:

The Golden Rules of Essay Writing

Essay Structure Visual Guide

Stages of Essay Writing
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