Plain
English

IRELAND

...for better business writing

Strategies for Editing

Read aloud
... Seeing
and hearing
may help you
to catch
more errors

Ask another Hear alarm

Schedule

sufficient person to bells...
. read it - Become aware
time for give them of common

editing the brief problem areas

Get up and MOVE or TAKE A BREAK if you are struggling.
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Six steps to successful editing

Before starting, ensure you understand the aims,
objectives and target readership.

Step 1

H?CK COMMONLY
Step 2 Follow the Writing and Editing Checklist (for clarity, C USED WORDS
brevity and humanity) and make changes onscreen. CONF
e : affect / effect
Step £§ Print it out and repeat step 2 - using a red pen, mark inually
all changes, corrections, deletions, queries & niggles. cont'muous\y [ con
dependent / dependant
Input your changes onscreen - ensuring all issues - vitorical
Step 4 from steps 2 and 3 are dealt with. historic / h“s
imply / infer
Step 5 Print it out and (e-read to check you have pract’lce / pract'lse
entered everything correctly. prindpa\ J prin ciple
stationary / stationery

Step 6 Spell check and send to the proofreader.

Contact us for information on training courses and editing services. = www.plain-english.ie  email: hello@plain-english.ie




