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Spotting errors is easier when working with a clean, printed copy, so start with a 
fresh printout. Do not attempt to work with a previously marked-up copy or on a 
computer screen. Be sure to double-space the copy to allow room to mark corrections 
between lines.

Use the following suggestions to produce an error-free essay:
 1. review your paper once for each type of error. Because it is difficult to spot 

all types of surface errors simultaneously, read your essay several times, each 
time focusing on one error type — errors in spelling, punctuation, grammar, 
mechanics, and so on. Then read once more, focusing on just the errors you 
make	most	often.	(Keep	a	list	of	your	most	common	errors	in	your	writing	
journal, and update it as each assignment is returned.)

Advise students to use the 
spell- and grammar-check 
functions as one of several 
steps in proofreading. They 
should also use a print or 
online dictionary and a current 
handbook. Caution students 
that computer dictionaries 
cannot determine when the 
wrong word (too instead of to 
or two) has been used and 
that grammar checkers often 
identify correct sentences as 
incorrect. 

1.  Have you used an appropriate tone and level of diction? (To 
find out, imagine that you are talking to a member of your 
audience. Look for and circle any words or phrases that seem 
too formal or too informal, especially any slang or jargon.)

YES

YES

YES

NO

•	 Replace	circled	words	and	
phrases with language appro-
priate for your audience.

QUESTIONS REVISION STRATEGIES

FIGURE 10.2  Flowchart for Evaluating Your Word Choice

2. Have you chosen words with appropriate connotations? (To 
find out, look for and circle any words whose connotations do 
not fit your intended meaning and whose connotations you are 
unsure of.)

•	 Check	a	dictionary,	if	neces-
sary, and replace circled 
words with more appropriate 
words.

NO

3.  Is your language concrete and specific? (To find out, look for 
and circle any general, vague words that contribute little or no 
meaning.)

•	 Replace	circled	words	with	
concrete, specific words.NO

•	 Replace	the	underlined	
expressions with fresh and 
appropriate figures of speech.

4. Have you used fresh, appropriate figures of speech? (To find 
out, look for and underline any expressions that sound trite or 
overused.)

NO
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