Editing Your Writing




Name_____________Hr.___

Please answer the following questions.
Is it typed in 12 point Times New Roman/Courier New or something the same size? _____________ 

Did you space 1.5 spaces between the lines? 





_______________


Do the following to edit the pages. Check each when complete.
1. ____Read through the paper looking for the word “YOU.” If you find it, take it out
2. ____Look for friends’ and relatives’ names.  
Use first and last name the first time they are talked about.

                                  (My best friend is John Smith.  John and I have been friends since kindergarten.
3. ____Look for numbers. Any number under 10, spell out; any number over 10, use the numbers.






(one, two....nine / 10, 11, 2948...) EXCEPT IN DATES

4. ____Look for names of places. 
Write them out the first time you use them and at the first of the sentence.

My sister attends Southwestern Oklahoma State University. She loves SWOSU.

   I am a freshman at Clinton High School. I hope to graduate from CHS.
5. ____Look at the first words of the sentences. Are all the first words the same? 

 If so, you really need to work on varying your sentence structure.

6. ____Find any “AND” on the paper that is NOT in a SERIES. 
 Now look at the word after it. 

If it is a noun or pronoun (I), there should be a comma BEFORE the AND. 
My name is Fred, and I am a freshman at Clinton High School.

My mom’s name is Freda, and she loves to cook.
7. ____Check paragraphs. If your paragraph is more than 10 lines long, it is too long. 
If you change a subject, change a paragraph. Group all LIKE things together in paragraphs.

