PROOFREADING

1) Proofread: TOUCH ALL THE "BASES"
The "Four Bases" of writing include unity, coherence, support, and sentence skills.  Proofread your rough drafts in terms of these.

o   UNITY: all ideas support your thesis, nothing not on topic, nothing irrelevant, no tangents
o   COHERENCE: logical flow/structure of ideas (like the pan of a video camera), transitions (transitional expressions, conjunctive adverbs, like links in a chain) 
o   SUPPORT: 3-legged table; relevant, unambiguous examples, details, descriptions, anecdotes, types
o   SENTENCE SKILLS: grammar (s-v/pronoun agreement), punctuation, fragment/RO/CS, word choice, mechanics (spelling, capitalization)
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"THE ON-DECK CIRCLE" and "THE DUGOUT":  Before you even get up to home plate, you better have a clear understanding of the assignment--ask the teacher, ask a classmate, ask a tutor, read the textbook. So, when you step into the ON-DECK CIRCLE before you do any writing AND when you return to the DUGOUT after you have written a rough draft, you should have a firm grip on the T.O.E.--the type of essay you are writing.  
To ensure this, ask yourself the following questions during the prewriting stage:   
· What are the requirements my instructor gave me?
· Exactly what is the instructor asking of me in the assignment? 
· How does my proposed topic measure up to those requirements?
· What are the characteristics of the particular rhetorical strategy I am exploring?
Then, ask yourself these questions during the proofreading stage:
· How does my essay measure up to the requirements the instructor gave me?
· Have I fulfilled the requirements the instructor gave me?
· Does my essay reflect the traits of the given rhetorical strategy?
· How can I amend my essay to meet these standards or conditions?
For example, if you are writing an Illustration essay, make sure you have included specific, unambiguous, and relevant examples to support your thesis and that you have emphatically organized these examples, saving the most dynamic or interesting for last.
To read more on proofreading, follow this link.
 
2) PROOFREADING TECHNIQUES:
To proofread for sentence errors, here are some tips:
 "The WORKSHEET":  hit the "enter" button after each period and number each sentence so the essay now resembles a worksheet.
  "The PEEP HOLE":  use a blank sheet of paper to isolate each sentence and read the essay line by line (as if you are looking at the sentence through a peep hole).
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"The CRAB":  **read the last sentence of the essay first and work your way backwards through the essay;  this is a preferred and proven method to isolate each "sentence" and a way not to become distracted by the meaning of the essay.   
· Hamlet: "...I hold it not honesty to have it thus set down, for / yourself, sir, shall grow old as I am, if like a crab / you could go backward" (Act II, scene ii).   
 
3) Proofread:  CHECK YOUR SPELLING
  Please realize that the red squiggly lines under certain words are not Bill Gates' way of adding color to your essay; instead, they are warnings that you have possibly misspelled word.
  To be sure of the correct spelling, consult a dictionary--a hard copy or an online version, such as http://www.dictionary.com.
Also, use the computer’s spellchecker with a dictionary!
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Despite the convenience of these programs, they are not flawless, so please realize the limits of spellcheckers; follow this link for more detail on this subject.
 

4) Proofread:  CORRECT YOUR DICTION
The rules of FORMAL ACADEMIC WRITING differ from those of ordinary speech, text-messaging, e-mailing, fiction writing, or journalism; therefore, you must obey the edicts of not only proper grammar and mechanics, but also those of writing etiquette--specifically diction, or word choice.
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Choose concrete and descriptive words (vivid adjectives, adverbs, verbs or similes and metaphors). 
Capitalize "I" and spell out "you are" or "your."
NO contractions (not "can't" but "cannot"). 
NO abbreviations (not "CD" but "compact disc"). 
NO slang words, clichés, pat expressions, vulgarities. 
NO “you” 
· only in the PROCESS ESSAY should you directly address the reader 
· remain consistent in your POINT of VIEW 
· since you are writing about your experiences and opinions, stay in FIRST PERSON POINT of VIEW--"I, me, my, mine"
 
5) Proofread:  TRANSITIONS
  To build coherence, begin to make connections between ideas and sentences.  
  Consult the list of transitions above by following this link. 
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List conjunctive adverbs (thus, therefore, furthermore) and transitional expressions (for example/instance, on the other hand, on the contrary). 
These transitions will link sentences as well as paragraphs.
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