Writing in Plain Language:
a, PD workshop for CIPMM

Moira White, PMC Training



Session Outline

Part |I: Writing for Today's Readers
Part 2: Starting Your Document
Part 3: Writing

Part 4: Finishing Your Document




Learning Objectives

« Write for how people read today

Use a proven technique to organize
ideas and research

Apply plain language principles for
maximum impact

Condense text
Communicate in clearly and concisely
« Write persuasively










Writing for Today’s

Readers
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How do people read today?

- They dont — they skim
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“I'm sure.”

“You'd have liked him, Mr. Fry.”

She had told a story about her father; how he played , o
when she was a child where he pretended she was invisib]e, “I’H:
here! I'm here!” shed be laughing; and all the time hey el

straight down at her, saying, as if she wasn't there, “Cop,. b
this minute. Where are you, Queenie?”
“It was so funny,” she said, nipping the end of her nose with
her handkerchief. “I miss him very much.” Even her grief pos-
sessed a compact dignity.

The station café was busy. Harold watched the holidaymakers
negotiating the small spaces between the tables and chairs with
their suitcases and backpacks, and he asked himself if maybe

Queenie had sat in this same spot. He pictured her, alone and
pale, in her old

~fashioned suit, her neat face staring resolutely
forward.

He should never have let her go like that.
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The man sliced one half into slim soldiers and listened as he
The café was loud and busy, the windows so steamed they
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““Queenie was the sort of woman people don't appreciate. She

wasit a dolly bird, like the other women at the brewery. She
maybe had a little haig on her face. Not a mustache or anything,
But the other chaps laughed. They called her names. It caused
her pain.” Harold wasn't even certain he could be heard. He mar-
veled at the neatness with which the gentleman posted the




« how your age will affect your monthly payment;

« whether you plan on working while receiving your pension;

« how much you have contributed and how long you have been making contributions to the CPP;
« your personal savings, investments or company pension plan;

« your retirement planning and the lifestyle you want when you retire;

« your current health, family health history or any disabilities;

« whether you have any other income such as business investments, rental income, etc.

The Canadian Retirement Income Calculator and your CPP Statement of Contributions within My Service Canada Account can also help
you determine the best time to start your CPP retirement pension and get an estimate of how much you might receive.

Eligibility details

Your CPP retirement pension does not start automatically. You must apply for it. Before you apply, you must:

« be at least a month past your 59th birthday;
« have worked in Canada and made at least one valid contribution to the CPP; and
« want your CPP retirement pension payments to begin within 12 months.

How much you could receive

The amount of your CPP retirement pension is based on how much you have contributed and how long you have been making
contributions to the CPP at the time you become eligible. Read more about CPP retirement pension amounts.

A certain number of your lowest earnings months may be automatically dropped from the CPP retirement pension calculation under the
general drop-out provision. This may help increase the amount you will receive.

You can also request the child-rearing provision which may increase your retirement pension amount if you had zero or low earnings
because you were the primary caregiver raising your children.

Credit splitting may affect the amount of the CPP retirement pension for both you and your former spouse or common-law partner.

Note: If the cost of living goes up, so does the amount of your CPP benefits. Your monthly benefits are adjusted every year in January
based on the Consumer Price Index.

What you need before you start

To apply for your CPP retirement pension online, you must sign in to your My Service Canada Account and submit your application
online. If you have not yet registered for a My Service Canada Account, you will require a Personal Access Code.

When you apply online for your CPP retirement pension, you must confirm your personal information and provide the following
information:
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Simplicity is the ultimate sophistication.

- Leonardo da Vinci









con-cise: adjective (of speech,
writing, style, or a person) brief,
but comprehensive In expression
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Our sales associates are
encouraged to check out the
customers in the aisles.



Correct
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To: Jleblanc@canada.cav
Cc:
Bcc:

Subject: Quick meeting this morning

From: Moira White — moirawhite@me.com Signature: None

Salut Julie,

Would you have time to meet for a few minutes later this morning? I'd like to go over the main points of my
presentation before meeting with the DG this afternoon.

Thanks!
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To: Jleblanc@canada.ca v
Cc:
Bcc:

Subject: Quick meeting this morning

From: Moira White — moirawhite@me.com Signature: None

Slut Julie,

Would you have time to meet for a few minutes later this morning? I'd like to go over the main points of my
presentation before meeting with the DG this afternoon.

Thanks!
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The procedure is actually quite simple.
First, you arrange things into different
groups depending on their makeup. One
pile may be sufficient depending on how
much there is. If you have to go some-
where else due to lack of facilities,
that's the next step; otherwise you're
pretty well set. It is important not to
overdue any particular endeavour: it’s
better to do too few at once than too
many. In the short run, this may not
seem important, but complications can
arise from doing too things at once.

32



Laundry Instructions

The procedure is actually quite simple.
First, you arrange things into different
groups depending on their makeup. One
pile may be sufficient depending on how
much there is. If you have to go some-
where else due to lack of facilities, that's
the next step; otherwise you're pretty well
set. It iIs important not to overdo any
articular endeavour: it's better to do too
ew at once than too many. In the short
run, this may not seem important, but
complications can arise from doing too
many things at once.

33



The form in which thoughts occur to a writer
is rarely the same as the form in which
readers can absorb them.



Consistent




Consistency matters today

procedure
process
technique
system






The Writer-Reader Loop
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The Writer-Reader Loop
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Best way to
communicate?

« Incorporate plain language techniques



Starting Your Document




otep-by-step approach




The Beginning:
1. Planning
2. Outlining




3. The Work — Writing




4 & 5: The End — Revising & Editing




1. Planning
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« Know your reader
» Establish an appropriate tone

 Determine the document’s purpose and
Impact




Kpow 'Your Reader!

) &




Identify what your reader needs
to know — and why

CA =




« How complex is this subject
« What are its political ramifications?

 How close are my readers to this
subject?



Think about the purpose!

My purpose in writing this is to
(my

reader) SO

that he/she will do/think




Perspective...



Know your reader!
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Tools to help gauge readability

In Word:

« Tools — Spelling & Grammar —
Options — Show readability statistics

 File — Proofread — Spelling &
Grammar — Options — Show
readability statistics

Or
« Hemingway App
(www.hemingwayapp.com)



Our attention spans are getting shorter, but it’s not because
we are getting stupider; in fact, the opposite is true, but we
sure have more distractions around us than people used to.

For example, back around 1400, only those who were very
rich could read. Free education was unknown in most of the
world; usually only the clergy or a very few were taught how
to read and write. Gutenberg had not yet invented the
modern process of printing with movable type, so most
books were laboriously hand-copied or were printed from
whole-page woodcuts, so of course, only the wealthy could
afford to own books and have a library as well as afford the
education that would let them learn to read in the first
place. Thus, when a reader settled down in 1390 or so to
read Chaucer’s Canterbury Tales he (and it would almost
certainly have been a “he” as few females were taught to
read and write) went to his library, closed the door, and
immersed himself in the text, usually reading aloud. He had
servants to cook the meals, pour the wine, clean the house,
answer the door, sew his clothes, work the fields, and feed

the animals. He would have been able to read uninterrupted
B N

# Write / Edit
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Paragraphs: 4
Sentences: 12
Words: 364
Characters: 1688

© of 12

sentences are
hard to read.

Q@) of 12

sentences are
very hard to read.

€) adverbs. Aim
for 1 or fewer.

€) words or
phrases can be
simpler.



Our attention spans are getting shorter. It’s not because we
are getting stupider. In fact, the opposite is true. But we
sure have more distractions around us than people used to.

For example, back around 1400, only those who were very
rich could read. Free education was unknown in most of the
world. Usually only the clergy or a very few were taught
how to read and write. Gutenberg had not yet invented the
modern process of printing with movable type. Most books
were laboriously hand-copied or were printed from whole-
page woodcuts. Only the wealthy could afford to own books
and have a library. Only the wealthy could afford the
education that would let them learn to read in the first
place. Thus, when a reader settled down in 1390 or so to
read Chaucer’s Canterbury Tales he went to his library,
closed the door, and immersed himself in the text. He
usually read aloud. He had servants to cook the meals, pour
the wine, clean the house, and answer the door. He had
servants to sew his clothes, work the fields, and feed the
animals. He would have been able to read uninterrupted for
hours.

Readability

A

Grade 8

Good ©

Paragraphs: 4
Sentences: 25
Words: 350
Characters: 1623

@ of 25

sentences are
hard to read.

€D of 25

sentences are
very hard to read.

@) adverbs. Aim
for 1 or fewer.

€ words or
phrases can be
simpler.



Tone

matters

What are some of the
different tones you might
take in your writing?




Appropriate tone for colleagues

Collaborative
Information exchange
Operational support
Cooperative



Tone with clients and the public

« Avoid technical terms and jargon






Document Purposes

Provide a record of decisions

Plan a way forward

Report on discussions

Ask someone to do something
nform your readers

Respond to an RFP

nfluence actions

Explain how to do something




oell your ideas




« Think before you start to write. Start
from the end point: what do you want
your reader to take away?



3

e Qutline Your Document




Organizing information

WHAT? SO WHAT?  NOW WHAT?



Weriting in Plain Language
Planning Sheet

Communication
Product

Due date &
reviewer (AC &
SOs)

‘What is this about? | List one or two main

objectives

Why should my reader care?

Now whar? What have I done?
What do I want my reader
to do?
)

Reader(s

What do they already know?

What else do they need to
know?

Do I anticipate any reactions
or concerns?

How can I address them?

Context How much background
information should 1
provide?

Research and
analysis
Gaps?

How can I fill

them?

© Moira W'

Organize
Your

Information



Organize information

Design a document so that readers find
information in the order in which they
need to know:

« What?
« So what?
« Now what?



Help your reader find information

B T

{QUESTIONS "“JANSWERS >




-13

a2
—
n
O
ely)
©
O,

BExercise







3. The Work — Writing







Paragraphs | 3:




one coherent
thought

Paragraph




Paragraphs

« A paragraph should contain one main
idea.

A document can be structured
effectively using topic sentences.






Topic sentence exercise 1
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Unify paragraphs

®
o

Unity of
thought

Unity of tone

United point of
view
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Connecting ideas

Repeat key words
Use pronouns
Use connecting words and phrases




Repeat key words
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Many students
are no longer
learning
cursive
writing. That is
a shame.



Use connecting
swords & phrases



Sentences

3.2




Sentence
length?
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Ways to

shorten
sentences

Divide the sentence
into smaller
sentences

Use bullets

Unpack embedded
ideas



Our attention spans are getting shorter, but it’s not because
we are getting stupider; in fact, the opposite is true, but we
sure have more distractions around us than people used to.

For example, back around 1400, only those who were very
rich could read. Free education was unknown in most of the
world; usually only the clergy or a very few were taught how
to read and write. Gutenberg had not yet invented the
modern process of printing with movable type, so most
books were laboriously hand-copied or were printed from
whole-page woodcuts, so of course, only the wealthy could
afford to own books and have a library as well as afford the
education that would let them learn to read in the first
place. Thus, when a reader settled down in 1390 or so to
read Chaucer’s Canterbury Tales he (and it would almost
certainly have been a “he” as few females were taught to
read and write) went to his library, closed the door, and
immersed himself in the text, usually reading aloud. He had
servants to cook the meals, pour the wine, clean the house,
answer the door, sew his clothes, work the fields, and feed

the animals. He would have been able to read uninterrupted
B N
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Our attention spans are getting shorter. It’s not because we
are getting stupider. In fact, the opposite is true. But we
sure have more distractions around us than people used to.

For example, back around 1400, only those who were very
rich could read. Free education was unknown in most of the
world. Usually only the clergy or a very few were taught
how to read and write. Gutenberg had not yet invented the
modern process of printing with movable type. Most books
were laboriously hand-copied or were printed from whole-
page woodcuts. Only the wealthy could afford to own books
and have a library. Only the wealthy could afford the
education that would let them learn to read in the first
place. Thus, when a reader settled down in 1390 or so to
read Chaucer’s Canterbury Tales he went to his library,
closed the door, and immersed himself in the text. He
usually read aloud. He had servants to cook the meals, pour
the wine, clean the house, and answer the door. He had
servants to sew his clothes, work the fields, and feed the
animals. He would have been able to read uninterrupted for
hours.

Readability

A

Grade 8

Good ©

Paragraphs: 4
Sentences: 25
Words: 350
Characters: 1623

@ of 25

sentences are
hard to read.

€D of 25

sentences are
very hard to read.

@) adverbs. Aim
for 1 or fewer.

€ words or
phrases can be
simpler.



Remember!

Vary sentence length to increase
readability:

« Many Canadians see the CPP as a safety
net. They rely on it to provide additional
income in retirement. Others do not
agree with them and save for themselves.

« Many Canadians see the CPP as a safety
net, relying on it to provide additional
income for their retirement years. But
others disagree.



Bullets

In case_of fire, notify the switchboard of
the fire’s location, leave the building
immediately, using the stairs—do not use
the elevators or you will end up trapped
between floors if electrical power is cut off,
either by the fire or as a safety measure,
while the unobstructed vertical shaft
attracts heat and smoke like a natural
chimney—direct the spray from fire hoses
at the base of the flame, but do not
return to the building until instructed to do
SO.



Or...

In case of fire:

» Leave the building immediately

« Use the stairs, not the elevator
 Call the fire department

« Stay outside until instructed to return



Bulleted list exercise, p. 83 & 24

97



This technology’s graphical interface
helps you determine:

« the activities In your process
 the resources you need
 the logical order of your activities

« the conditions you require for the next
activity to begin.

98



Protect

Target

Respond... with greater efficiency and
agility

Embrace

Support

Protect



The original 2014 audit found that the
City could save up to $106,00 by

« developing policies and procedures to
govern the use of City vehicles,
parking passes, and car allowances

« implementing better controls over the
use of City vehicles and mileage
claims

 tracking and documenting these
controls and costs



Unpack
embedded
ideass

Embedded ideas are buried within
sentences. Take the following steps
to unpack them:

« Break the sentence into distinct
ideas.

« Look for the main clause and
subordinate clauses.

« Rearrange the sentences in a
logical manner.



Embedded ideas

» Exercise, pages 26-27
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PSC and TBS collect the information you
provide for three purposes:

« to confirm the eligibility of your
appointment

« to safeguard the integrity of the
appointment

* to allow for statistical studies, which
are published annually



The FBI and Justice Department
reviewed criminal cases from the FBI lab
dating back to 2012. This investigation
found flawed forensic testimony in
almost every case.



Use prepositional phrases wisely

« Extra prepositional phrases can
confuse the reader.

* Order them carefully.



Prepositions

« A linking word that often introduces
an adjective or adverbial phrase

« Prepositions are always in
prepositional phrases

* Include above, after, around, at,
before, beside, by, during, for, from,
in, of, on, over, up to, with



« The bike path beside the canal was
finally resurfaced from Fifth Avenue to
Pretoria Bridge.

« She walked down the garden path.

« The cake with the beautiful pink icing
fell onto the wooden floor.



BExercise

* |[dentify and underline the prepositional
phrases at the bottom of page Z28.

« What's left?

S |



Prepositional Phrases

« In Canada, the process of extradition

IS Initiated by an incoming request on
behalf of a foreign state or tribunal
for the arrest of a fugitive currently
ocated on Canadian territory.

« The snow plow on our street at night
woke up everyone in our family by
circling the boulevard in front of our
house at 3 a.m. with its lights blinking.




 Many houses in the northern
community of Ft. McMurray were

destroyed by a raging wildfire in May
2016.

» Police across the country were out on
the long weekend looking for drug-
and alcohol-impaired drivers on the
country’s roads.

 NYEW provides a unique opportunity
for Grade 12 students from across
Canada to experience what it's like to
be a cadet in training at RCMP Depot
for seven days in March 2019.



Words | 33



Communicate effectively

« Use simple, everyday words

« Understand hierarchies of abstraction
« Use the active voice

« Use positive statements

 Activate your verbs

* Avoid noun strings

 Remove expletives

« Cut out unnecessary words




The writer who breeds more words than
he needs is making a chore for the readers
who read.







Concrete = Abstract

rust  deterioration . finiteness

ot « decline » mortality
decay e age * entropy

end * Impermanence

die



Active voice

Doer doing doee/what

The committee approved the
changes.



Passive voice

(Doee/what) having something done
(by the doer)

The changes were approved by the
committee.



« The committee approved the changes.

« The changes were approved by the
committee.

« The dog bit the man.
« The man was bitten by the dog.



Change these passives into the
active voice

Next week, all tenders for the new facility will
be reviewed by the committee.

The fact that she had signed a contract was
ignored by the complainant.

The cookie was given to me by Mommy.

Mistakes were made.



When to use passive voice

« When giving no attribution
 To be vague

 When action is more important than
the actor

« Some web headings



Active voice exercise: p. 41







Use positive statements

« The procedure will not be ineffective.

« She did not think that studying Latin

was a sensible way to use one’s time.
(Strunk and White)

- The CDC study doesn’t say that the
vaccine didnt work.



Exercise: Page 32



Activate
your
verbs!

Noun + active verb = energy

« The candidate argued that his
party could best create jobs.

Noun + equating verb or linking
verb + noun = ho-hum

- The candidate’s argument is that
his party could best create jobs



Activate your verbs

« There is therefore an expectation on
the part of the complainant that the
dispute will be resolved in her favour.

« The committee made a resolution that
a study be carried out by the board
iInto the feasibility of the provision of
plain language contracts by the
telecommunications service providers.



Killer “B”s

IS
am
are

be
been
being

was
were

to be
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Energy Levels

Energy Level 1 (high): Active transitive
verbs

Energy Level 2 (OK): Active intransitive
verbs

Energy Level 3 (weak): Passive verb

Energy Level 4 (snore): Equating verbs



Energy Level 1

High: Active transitive verbs
Doer = doing = doee

The dog bites the man.
The tornado hit the house.

3 out of 3: 100%



Energy Level &

Moderate: Active intransitive verb
Doer = doing

The dog bites.
The tornado hit.

2 out of 3: 70%



Energy Level &

Low: passive verb
Doee=>» has something done = doer

The man was bitten by the dog.
The house was hit by the tornado.

Weakest 2 out of 3 and in reverse order:
50%



Energy Level 4

Very low: equating verb

No doer, no doee, but some action.
A=B
The man is angry.
The dog is a biter.
The house Is a mess.

The tornado was big.
0 out of 3: less than 25%



Watch out for...

HMMM...
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Active verb exercise

« Page 34




Avoid noun chains

* |n English, nouns can be used to modify other
nouns

* Noun clumps make readers go back to see
what is being modified

* Noun clumps are harder to decode
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« Green fleet plan management

to manage

a fleet
that's
— green
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« Trade agreement disclosure obligation

—_— to disclose
(something)

in an agreement

that has to do with trade
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 Existing procurement-related training
programs

for training
—_—
that are
related to
—_—
and that exist
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Avoid noun clumps

« Helpful integrated municipal
infrastructure asset management tool



Avoid
unnecessary
expletives



» There is one person here today who
has to leave early.

» There is one person here today who
has to leave early.

« One person here today has to leave
early.



* It is the Arctic countries that will be
most affected by climate change.

* |t i1s the Arctic countries that will be
most affected by climate change.

« The Arctic countries will be most
affected by climate change.



inflation

(— Deflatlon

Exercise!




Oxymorons

Original copies
Exact estimate
Unbiased opinion
Extensive briefing



at the oxymoron museum

Dist. by Universal Uclick

© Tohn Atkinson, Wrong Hands
recent past  lost discoveries
primitive = a’ﬁ” P

advancements ifacts
mmlg civil war
restored | =z E neo-classic

ruins E = virtual
extinct B8 aron

life |

X reah‘l’y
current

history pr:va-fe. permanent  individual
exhibits loans collections

© John Atkinson, Wrong Hands « qocomics.com/wrong-hands « wronghands.com




Redundancies, etc.

Advance planning
Foreign imports
Doctorate degree
Skirt around

~ew in number
-illed to capacity
Depreciated in value

SIN number, PIN number, HIV virus, ATM
machine, NDP party




in the town of Redundantown

© John Atkinson, Wronqg Hands

high-rise  transportation underground ’

Dist. by Universal Uclick

_—"inthe sky

owers vehicle subway
* X2
street \ / & __— sl id rock
traffic " e // B a

.........

machine  |,cql

. PLPPY wooded agarbage  sand
residents jo’g fooos g olu.mg e

© John Atkinson, Wrong Hands « gocomics.com/wrong-hands « wronghands1.com




Persuasion | 3+




Persuasion




Persuasion

« Avoid long narratives: readers get lost.

« Be aware of the difference between
facts and the interpretation of those
facts.



Persuasion requires three
elements:

© 00

CREDIBILITY (APPEAL  TANGIBLE EVIDENCE ~ APPEAL TO EMOTION
TO ETHOS) (APPEAL TO LOGOS) (APPEAL TO PATHOS)
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Credibility

 Credibility comes from experience,

truth, trust and goodwill.
 Credibility builds upon credibility.
 To be credible, you have to

— be believable

— present clear ideas

—not contradict yourself, either in words or
behaviour




Tangible evidence

« Claims are backed up with supporting
evidence

» Appeals to the rationality of the
readers



Appeal to emotions

 Addresses the mood of the readers

« Helps the reader identify and
sympathize with an issue



Strengthening Ideas

* Present solid arguments that build on
your main idea

« Make them accessible using plain
language
* Provide examples



Finishing Your
Document




Revise for Readability
and Strength

Step 4




> € =

v

The information in this paragraph is not necessary.
This information is essential

This paragraph can be reduced

This paragraph needs more information

I’m not sure if the reader needs this information.



Editing for conciseness




How long®?

« Long enough
to cover
everything
Important

« Short enough

to keep me
Interested




Exercise!




Revise for readability

Use white space effectively
_eft-justify text
Use margins effectively




Use white space effectively

e This?

Wemindji-is-a-small Cree community-on-Paint Hills Bay off Jan
Maquatua River-in Quebec, Canada, with-a population of 1238 1
Rodney Mark. Wemindji, which is Cree for “red ochre mountai
pigment found in the hills surrounding it.-At-one time it was-als
Comptoir.” A fairly new -community, Wemindji-comprises Cree
the trading post on-an island in the Vieux-Comptoir River, knov
English-equivalent “Old Factory.” This post-was founded in-the
alternately under British or French control. In- 1959 the commut
45 kilometres north to its present-location. An-annual summer-ti
regarded event as it brings the.community together for-a gatheri
called “going -back home.” This growing village offers-a multitt
Care, Public-Safety, Fire Department, Police Services, Social S«

School as well-as-Adult Education-and Day Care. It-also-owns-a

e Or this?

Wemindji-is a-small Cree community -on-Paint Hills Bay off Jam«
Maquatua River in-Quebec, Canada, with-a population-of 1238 p:
Rodney Mark.

Wemindji, which is-Cree for “red -ochre mountain,” gets its name
the hills surroundingit.-At-one time it-was -also known-as “Nouve¢

A fairly new community, Wemindji comprises Cree families that
post-on-an-island in the Vieux-Comptoir River, known as-“Vieux
equivalent-“Old Factory.” This post was founded in the seventee:
under British or French control. In- 1959 the community was relo
to its-present-location. An-annual summer trip to-Old Factory is-a
brings the community together for-a gathering-at its original locai
home.” ¥

This growing village offers a -multitude of services including Hea
Department, Police Services, Social Services, Elementary-and Hi
Education -and Day Care. It-also-owns-and-operates a-variety of s
Fitness Centre, the -Mawabul Gardens-Arena, a baseball field, a-G
hiking trails. The-Community Hall is the prime-location for-comr
such as weddings, meetings, concerts, workshops -and conference

Visitors find that Wemindji is-a welcoming -and remarkable place
numerous events throughout the year, focusing-on making each o
Music Festival held every July is-one-of its-larger-events, bringin,
and regional talent to the stage.-An-annual canoe expedition is he
summer trip to the Old Factory when several locals paddle-down

Rayv 7
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SHAPE

Shape

Slide courtesy of Michelle Boulton,
Michelle Communications 164




Letter case

OUR EYES RECOGNIZE WORDS BY THEIR
SHAPE AS WELL AS BY THE LETTERS THEY
INCLUDE. TEXT SET IN ALL CAPS IS THE LEAST
LEGIBLE BECAUSE EACH WORD IS THE SAME
SHAPE.

Another Problem Occurs When You Use Title Case
In Sentences. Title Case Is A Mixture Of Upper And
Lower Case And Is Suitable For Titles Only
Because It Is Too Hard To Read.



Wahn e Sl A e gl e il o g Yt A
D I el el . el
s bwwm o wTlaen Jhage  rvlerred b ae we < alled deasn,

(wiage ) and we cam rwovgmese (and Davebore rwad | s dage
w wt b f we Nare wen 4 mer amd e aga

Slide courtesy of Michelle Boulton,
Michelle Communications 166



Readability

Is the tone convincing?

Have | expressed myself clearly?
Is there any ambiguity?

Is the length appropriate

Does the content match the reader’s
level of knowledge?

Have | said everything as concisely as
possible?
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Edit for
Correctness

Step 5




Edit for Correctness

« Typeface changes

- Twins (brackets, quotation marks, em
dashes)

« Strings of small words
* Proper nouns

« Correct spelling and punctuations



Proofreading is not reading



To be a good proofreader...

you have to

e turn off auto-correct
e s—|-0-w d-o0-w-n



50, what about Spell Check?

Heir to the Throne

Air to the Thrown



Spelling

Context matters:

« compliment/complement
 form/from

« files/flies

« public/pubic



Hone techniques for spotting
errors




Errors are like grapes




Errors hide in little letters in the
middle of long words

“the Conversation
Council’s recycling

record comes under
fire”



« Limited resources exist in the
undeserved community.

 Limited resources exist in the
underserved community.



Always check the spelling of names!



Tips for Self-Editing

Print and proofread.
Read your work out loud.

Make more than one pass through the
document

Use a ruler
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