Strategy: Proofreading

Proofreading is the process of looking for mistakes in written work.

If you know how to do this effectively, it is a good opportunity of improving your texts and correcting mistakes.

Check your last written exams to find out about the typical mistakes you often make. Working on these three checkpoints may help you to remember the rules: 

Checkpoint 1: Spelling and word meaning

Checkpoint 2: Articles and prepositions

Checkpoint 3: Commas and apostrophes 

Here are some tips on proofreading:

· Proofread the text on paper, not on the computer screen.

· Keep a dictionary handy while you are proofreading.

· Pay special attention to your personal weaknesses. 

· When you are looking for spelling mistakes, try reading the text word for word – but start at the end of the text.

· Have someone else proofread the text for you. 

· If you have the time it can be helpful to proofread several times. Each time just concentrate on one category of mistake (see checkpoints 1-3)

