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1. How do you feel about editing your writing? 

 
_______ Love it. 

_______ Tolerate it. 

_______ Hate it. 

 
 
2. Why is editing worth the effort? 

a. Learning to edit well will make you a better _____________________________________. 

b. Good editing cultivates a reputation that you are a good ________________________. 

c. Editing makes it ___________________________________________________ on your reader. 

William Zinsser, noted journalist, writer, and professor, says, "Hard 

writing makes ____________________________________________________. Easy writing 

makes _________________________________________________."  

d. Editing well avoids a ton of ________________________________________________________. 

e. Creating clean text saves you ______________________________________________________. 

 

3. Revision is like _______________________________. It’s not a single act. It’s a _________________. 

 
 

4. There are a number of different kinds of editing. Just like building a table, editing 

requires different ________________________ be done at different ___________________________. 

 
 

5. Three main types of editing 
 

a. Content editing 
o Involves evaluation and ___________________________________ to the content 

of what you’ve written. It’s _________________________________ editing. 

o Content editing goes by several other names as well: 
▪ developmental editing  
▪ substantive editing 
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▪ comprehensive editing 
 

o Some items to address in content editing: 
▪ Did you tell the story or write the article you _____________________ 

to write? 

▪ Did you get your ____________________________________________ across? 

▪ Is the information presented in an _________________________________ 

way? 

▪ Does the opening _________________________ the reader’s attention? 

▪ Are there appropriate levels of ________________________________ and 

_______________________________________________________, if warranted? 

▪ Are the people in your stories believable, more than just 

______________________________________________________ on a page? 

▪ Are the characters’ actions _________________________________________ 

with your description of them? 

▪ Is the closing ____________________________________________________ and 

________________________________________________________ to the reader? 

▪ Is any information __________________________________, or is anything 

_______________________________________________________________________? 

▪ Have you checked the facts for ____________________________________? 

 
b. Line editing  

o Line editing also goes by different names, the main one being 

____________________________________________________________________________. 

o Line editing is ___________________________________________________ editing 

where the focus is on the _______________________________________________. 

o Items to address in line editing: 

▪ _________________________________________________________ changes 

▪ Grammar and ___________________________________________ issues 

▪ Spelling _________________________________________________________ 

▪ Redundant sentence ___________________________________________ 

▪ Paragraphs and _________________________________________________ 
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o Line editing is more focused on the _________________________________ of 

good writing. 

 

c. Proofreading 

o Proofreading is the ____________________________________________________ 

before submission for publication and is completed once the 

manuscript’s content has been ________________________________________. 

o When proofreading, you are searching for lesser ____________________ 

overlooked while editing the text. 

o Items to address in proofreading: 

▪ misspellings 

▪ missing words 

▪ grammar errors 

▪ punctuation errors 

 
 

6. When is the best time to edit? 

• One thing almost all accomplished writers and instructors agree on is you 

should ____________________________________________________ edit while you are 

__________________________________________________________________. 

• The main reason for not editing while writing is that ________________________ 

and _______________________________ are two totally different processes, which 

use different parts of the ____________________________________________________. 

• When drafting, a writer needs the _________________________________ to make 

mistakes, go off on ____________________________________, and explore different 

ideas. In a word, be __________________________________________________________. 

• This part of the process uses the ___________________________ side of the brain. 

• Editing and revising is more of a _________________________________________. It’s 

logical, methodical, and _______________________________________________________. 

• Editing draws on the ________________________________________ side of the brain. 

• Try to _______________________________________________ the piece before you edit. 

With longer works, find ______________________ breaks and stop there to edit. 
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• It’s usually best to edit a ______________________________________________ section 

rather than an unfinished block text. 

• Give your text a ____________________________________________ before you edit, as 

much time as you have. Step away from it. Take a walk, do something 

physical, cook a meal—something totally different from writing before 

you edit. Then, come back to it with _____________________________________ eyes. 

 
 

7. Essential editing tools 

Begin building your writer’s library with books you can refer to when editing. 

a. A good ___________________________________________ is one you will use. 

There are several good online as well as print dictionaries, including 

o Merriam-Webster Dictionary 

o Oxford English Dictionary 

For more modern and slang words, the Urban Dictionary 

http://www.urbandictionary.com/ can be useful. Regardless of which 

one you use, pick one dictionary and ______________________________________ 

on it. Use it as the __________________________________ word for all spellings. 

All dictionaries do not ______________________________________________________. 

 
b. Rely on a good ________________________________________ for help with word 

choices. Pay attention to the book’s size and the number of word 

_________________________________________________________ provided. Some give 

________________________________________ as well as synonyms, which might 

be helpful. You don’t want to reuse the same word when the English 

language has so many to choose from. There are several good online 

as well as print thesauruses: 

• Roget’s Thesaurus—best known 

• Merriam-Webster 

• Oxford American Writer's Thesaurus 

 
c. Have a good, comprehensive _________________________________________ book 

on hand. The best grammar book is one you will ________________________. 

http://www.urbandictionary.com/
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When you are choosing a grammar book, make sure it has an excellent 

____________________ and a good ______________________________________________.  

Make sure the book you choose has _______________________________________. 

Some possible print options to consider include:  

• Hodges Harbrace Handbook by Cheryl Glenn and Loretta Gray  

• Painless Grammar by Rebecca Elliott 

• The Elements of Grammar: The Essential Guide to Refining and 

Improving Grammar by Margaret Shertzer 

• Eating an Elephant: Write Your Life One Bite at a Time by 

Patricia Charpentier 

 

You also have many online grammar solutions, but you must be 

__________________________________. Most universities have writing sites 

anyone can use, including OWL (Online Writing Lab) at Purdue 

University, https://owl.english.purdue.edu/owl/.   

 
 

8. Prepare your text for editing 

• Use a __________________________________________ font, usually a twelve-point font. 

• Fonts with serifs are __________________________________________ to read. A serif is a 

______________________________________ at the end of a larger stroke of a letter. 

Common serif fonts include Times New Roman, Cambria, Georgia, Garamond, 

and Bookman. 

• Sans-serif ______________________________________ are harder to read. These include 

Arial, Calibri, Helvetica, and Tahoma. 

• __________________________________________________ your pages in preparation to edit.  

• Use _________________________________________________ margins, usually one inch at 

the top, bottom, and sides. 

• Use ________________________________________________ text. Don’t get fancy with 

colors and make your text more __________________________________________ to read. 

• Don’t edit with a ________________________________________________________________. 

 
 
 

https://owl.english.purdue.edu/owl/
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9. Where to edit 

• Should you edit on a computer screen or on _____________________________? You 

can do early edits on a screen, but make your ___________________________________ 

edits on a printed copy of your text.  

• Your text will look different on a page rather than a screen. We probably 

learned to ________________________________________ from words on paper. Possibly, 

looking ________________________ at printed words makes a difference. A printed 

page _______________________________________________ more light and makes it easier 

on eyes. Absorbing text on a page may slow down your reading ________________ 

a bit. Whatever the reason, most authors and instructors agree it’s a good 

_________________________________ to do your final editing on paper. 

 

10. Two options to help you learn more about editing: 
 

• Edit Like an Expert live, online workshop 

o Saturday, June 22, 2019 

o 2:00 – 5:00 p.m. 

o $25 for workshop 

o You will:  

▪ learn proven editing practices 

▪ discover what to look for when you edit 

▪ see how to organize your edits, manage previous drafts, and 

see the status of your project at a glance 

▪ learn to create your own editing process 

▪ be guided in editing a couple of pages of your writing 

o The session will be recorded and available to watch as often as you’d 

like. 

o To sign up, go to https://writingyourlife.org/shop/edit-like-an-

expert-workshop/.  

 

• Edit Like an Expert video coaching program 

o This program provides:  

▪ a deep dive into all three types of editing 

▪ twenty (20) hours of instructional videos to walk you step-by-

step through the process of editing your text 

▪ the chance to work at your own pace 

▪ lifetime access to all videos in the program 

https://writingyourlife.org/shop/edit-like-an-expert-workshop/
https://writingyourlife.org/shop/edit-like-an-expert-workshop/
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▪ worksheets, handouts, outlines, and other written materials to 

complement training modules 

o $297 for full program 

o To register, go to https://writingyourlife.org/services/edit-like-an-

expert/.  

 

https://writingyourlife.org/services/edit-like-an-expert/
https://writingyourlife.org/services/edit-like-an-expert/

