
Become proficient at 
editing and 

proofreading
ETAS Solothurn 
January 2023

Carol Waites

carolwaites@gmail.com

https://professionalwritingtips.weebly.com/

https://padlet.com/ckwaites/proofreading

mailto:carolwaites@gmail.com
https://professionalwritingtips.weebly.com/
https://padlet.com/ckwaites/proofreading


Discuss in pairs. 
What is the difference 
between proofreading
and (copy)editing?

Define style.
Check the quotes on 
the right.

You’ve got style!

• This work is ridden with typos.

• I think I should write this in 

informal style.

• This writing is inconsistent. I can 

see Organization, organisation, 

Organisation and organization.

• I can see traveling and travelling.

• The sentences are too long.

• Should it be typing-related errors 

or typing related errors?

• It reads in a pompous, voluminous 

way.



What is writerly style? New York Times article

There’s style, and then there’s Style.

“Style, with a capital S, achieves what a rule book never can: it lights 
the page, draws readers, earns their delight, makes them gasp or weep 
and sometimes captures a place in memory,” begins the online 
foreword to The New York Times Manual of Style and Usage, the 
paper’s reference guide, established in 1895, which encourages 
consistent and polished language throughout the news report. 
“Writerly style (even without the illicit capital S) is a set of tools and 
tricks, a tone of voice.”

• The Elements of the Style Book by Remy Tumin

• March 22, 2018

https://www.nytimes.com/2018/03/22/insider/new-york-times-stylebook.html
https://www.nytimes.com/by/remy-tumin


Suggested solution.
What is the difference 
between proofreading 
(P) and editing or  
copyediting (C)?

You’ve got style!

P: This work is ridden with typos.

P: This writing is inconsistent. I can 

see Organization, organisation, 

Organisation and organization.

P: I can see traveling and travelling.

P: Should it be typing-related errors 

or typing related errors?

C: I think I should write this in 

informal style.

C: It reads in a pompous, voluminous 

way.

C: The sentences are too long.



Define style

Two key definitions

Definitions of style

1. The nuts and bolts – Mechanics of style
It can mean the agreed way an organization writes or 
presents its communications. We call this “mechanics 
of style”.  It is decisions about grammar, punctuation 

and conventions.

This is the proofreading part (P).

2. Stylish writing

It can also mean the way a person writes. If we have 
a good style, we write clearly and communicate our 

message well. 

This relates to editing or copyediting (C) .

You’ve got style!

P: This work is ridden with typos.

P: This writing is inconsistent. I can 
see Organization, organisation, 
Organisation and organization.

P: I can see traveling and travelling.

P: Should it be typing-related errors 
or typing related errors?

C: I think I should write this in 
informal style.

C: It reads in a pompous, 
voluminous way.

C: The sentences are too long.



Style guides 

The nuts and bolts of writing.

Mechanics of style guides:

https://padlet.com/ckwaites/styl
eguides

https://padlet.com/ckwaites/styleguides


Your toolbox choices 
Why? Suggestions

You should choose the one your organization has.

If an academic institution, it may be an academic one, such 
as APA.

If a private institution, check with the communications 
department if there is one. If not, check with anyone in 
charge of publishing materials.

If a government institution, check with the 
communications department. Check the website to see if 
they refer to one.

If a private individual, check with them and maybe you 
have to suggest one.

Style guides:

https://padlet.com/ckwaites/Go
tStyle

https://padlet.com/ckwaites/GotStyle




What does your 
toolbox consist of? 
Discuss

How can you decide?

What dictionary?

What grammar references?

What punctuation guide?

• Style guide
• Dictionary choice
• Grammar book

• Punctuation guide 



My style guides and 
toolbox

Style guides: WHO style guide or Editorial Manual Online.

I also consult the Guardian style guide and BBC style 
guide.

I use https://editorsmanual.com/ to check mechanics of 
style.

If an academic institution, it may be an academic one, such 
as APA. I use this for report writers for additional help.

I use Oxford dictionary for spelling.

I use Merriam-Webster for definitions of terms and to 
double-check US vs UK usage.

For punctuation queries: 
https://www.grammarbook.com/punctuation_rules.asp

It sets out the rules and has exercises referring back to the 
rules.

Style guides:

https://padlet.com/ckwaites/Go
tStyle

https://editorsmanual.com/

https://www.grammarbook.com
/punctuation_rules.asp

https://www.merriam-
webster.com/

https://www.oxfordlearnersdicti
onaries.com/

https://editorsmanual.com/
https://www.grammarbook.com/punctuation_rules.asp
https://padlet.com/ckwaites/GotStyle
https://editorsmanual.com/
https://www.grammarbook.com/punctuation_rules.asp
https://www.merriam-webster.com/
https://www.oxfordlearnersdictionaries.com/


Artificial Intelligence  
tools

PerfectIt!

Grammarly

ProWritingAid

Word – set language

Editor in Word Image by <a href="https://pixabay.com/users/geralt-9301/?utm_source=link-
attribution&amp;utm_medium=referral&amp;utm_campaign=image&amp;utm_content=33899
04">Gerd Altmann</a> from <a href="https://pixabay.com//?utm_source=link-
attribution&amp;utm_medium=referral&amp;utm_campaign=image&amp;utm_content=33899
04">Pixabay</a>



Style manual or guide -
considerations

UK Government style guide

https://www.gov.uk/guidance/style-guide/a-to-z-of-

gov-uk-style

USA Government style guide

https://www.usa.gov/style-guide/style-guidance

EU interinstitutional style guide

https://publications.europa.eu/code/en/en-

4110000.htm

Check out the following ones for 
European style:

https://www.theguardian.com/guardian-

observer-style-guide-a

https://www.bbc.co.uk/newsstyleguide/ 
The Oxford Style Guide

https://www.gov.uk/guidance/style-guide/a-to-z-of-gov-uk-style
https://www.usa.gov/style-guide/style-guidance
https://publications.europa.eu/code/en/en-4110000.htm
https://www.theguardian.com/guardian-observer-style-guide-a
https://www.bbc.co.uk/newsstyleguide/
https://goetheindia.files.wordpress.com/2010/01/new-harts-rules.pdf


My fun and 
informative tools!

https://www.quickanddirtytips.com/grammar-girl/

https://www.quickanddirtytips.com/podcasts/

Follow her on Instagram.

She answers tricky questions on grammar and word usage.

https://www.quickanddirtytips.com/grammar-girl/
https://www.quickanddirtytips.com/podcasts/


https://www.newyorker.com/video/series/comma-queen

Comma queen – for tricky punctuation points

https://www.newyorker.com/video/series/comma-queen

https://www.newyorker.com/video/series/comma-queen
https://www.newyorker.com/video/series/comma-queen


Grammar, style and everything else – rules, exs
https://www.guidetogrammar.org/grammar/index2.htm

https://www.guidetogrammar.org/grammar/index2.htm


Nuts and bolts:
Proofreading decisions

What might that mean?

Decisions need to be taken for the style sheet.

State your references for these topics:

Grammar

Spelling

Punctuation

Conventions

Fact-checking – use Google and check with reliable 
sources. Query any suspicious facts.

https://fullfact.org/facts/

List of possible decisions to 
make:

Register: is it formal style or 
informal style? I recommend 
that she takes note of this 
advice. OR

I recommend that she take note 
of this advice.

Oxford comma or not?

Use of gender-appropriate 
language: is singular “they” 
acceptable?

Realize or realise?

https://fullfact.org/facts/


What is a style sheet?
Purpose

• a living record 

• a tool for communicating decisions in the content team. 

• helps to ensure quality and consistency.

• serves to complement the style guide.

• includes decisions about:

Which style guide and dictionary you follow

Any spelling variations

Any other variations you are making from the manual or your 
organization’s style guide.

An editor adds to the style sheet including decisions about:

• Spelling: organisation or organization? Analyse or analyze?

• Hyphenation or not – a long term plan or a long-term plan?

• Capitalization – president or President; 

• Grammar – contractions allowed? They’re or they are; use of 
singular “they”

• Punctuation – Oxford comma

Links on using a style sheet

https://www.capstoneediting.com.au/bl
og/how-to-use-a-style-sheet-effectively

https://onlinewritingtraining.com.au/res
ources/

https://www.capstoneediting.com.au/blog/how-to-use-a-style-sheet-effectively
https://www.capstoneediting.com.au/blog/how-to-use-a-style-sheet-effectively
https://onlinewritingtraining.com.au/resources/


https://publications.europa.eu/code/en/en-4110000.htm



https://publications.europa.eu/code/en/en-4100000.htm

https://publications.europa.eu/code/en/en-4100000.htm


Style sheet – an example



How would you 
categorize these? 
Discuss. P or C?
Acronyms and abbreviations

Be action-oriented

Be concise

Be consistent (structure, commas)

Capital letters, lower case 

Collocation

Commas: run-on sentences, comma splices

Check consistency (hyphens, capitalization, structure, commas)

Grammar

Keep it short and simple (KISS)

The Oxford comma

Numbers, dates and time

Spelling

Punctuation

Tense

Mechanics of style (proofreading) or 

Techniques to write clearly 
(copyediting)?



Mechanics of style 
(proofreading)

Acronyms and abbreviations

Capital letters, lower case 

Commas: run-on sentences, comma splices

Check consistency (hyphens, capitalization, commas)

The Oxford comma

Numbers, dates and time

Spelling

Punctuation – use of commas, apostrophes

Tense 

Grammar

Proofreading tips
What artificial intelligence tools do you 

use to help?
Use the style sheet to record decisions.



Abbreviations 
What dilemmas or 
errors are there?

Acronyms and abbreviations - An abbreviation is a shortened 
form of a word used in place of the full word (e.g., Corp.). An acronym is a 
word formed from the first letters of each of the words in a phrase or name 
(e.g., NASA or laser).

Style or error?

General rules

https://editorsmanual.com/articles/how-to-introduce-an-
abbreviation-in-text/

Use of articles with abbreviations

https://editorsmanual.com/articles/how-to-introduce-an-
abbreviation-in-text/#article-use

The WHO or WHO? (error)
A MA or an MA? (error)

Dr. Waites or Dr Waites? (style)
ETAS or E.T.A.S.? (style)

am or a.m.? (style)

https://editorsmanual.com/articles/how-to-introduce-an-abbreviation-in-text/
https://editorsmanual.com/articles/how-to-introduce-an-abbreviation-in-text/#article-use


Capitalization or 
lower case?

Capital letters, lower case 

Which headline is BBC, the Guardian, New York Times?

“A look through newspaper archives would show 
greater use of capitals the further back you went. 
The tendency towards lower case, which in part 
reflects a less formal, less deferential society, has 
been accelerated by the explosion of the internet: 
some web companies, and many email users, have 
dispensed with capitals altogether.

Our style reflects these developments.”

US vs UK style: titles

https://www.theguardian.com/guardia

n-observer-style-guide-c

US style: titles

Capitalize all pronouns, nouns, verbs, 

and all other words of four or more 

letters. 

https://issuu.com/josebarbosa465/do

cs/new_york_times_manual_of_style_a

nd_usage_15ed

https://www.theguardian.com/guardian-observer-style-guide-c
https://issuu.com/josebarbosa465/docs/new_york_times_manual_of_style_and_usage_15ed


Punctuation
What dilemmas are 
there?

Commas

The Oxford comma

Punctuation with lists

Apostrophes

Check sources:
https://www.theguardian.com/guardian-
observer-style-guide-a
https://padlet.com/ckwaites/punctuatio
n
The rules:
https://www.grammarbook.com/punctu
ation/apostro.asp
https://www.grammarbook.com/punctu
ation/commas.asp

https://www.theguardian.com/guardian-observer-style-guide-a
https://padlet.com/ckwaites/punctuation
https://www.grammarbook.com/punctuation/apostro.asp
https://www.grammarbook.com/punctuation/commas.asp


Punctuation
What dilemmas are 
there?

Apostrophes

Use apostrophes in phrases such as two days’ 
time, 12 years’ imprisonment and six weeks’ 
holiday, where the time period (two days) modifies 
a noun (time), but not in nine months pregnant or 
three weeks old, where the time period is 
adverbial (modifying an adjective such as pregnant 
or old) – if in doubt, test with a singular such as 
one day’s time, one month pregnant.

And do we bother in emails and text messages? 

I’m taking 2 weeks leave.

https://editorsmanual.com/?s=apostrop
he

https://editorsmanual.com/?s=apostrophe


Punctuation dilemmas 
and solutions - lists

EU interinstitutional style guide:
https://publications.europa.eu/code/en/
en-250700.htm

Or, online useful reference:
https://editorsmanual.com/articles/lists/

If no rule in your style guide, note your
decision on the style sheet.

https://editorsmanual.com/articles/lists/
https://editorsmanual.com/articles/lists/
https://editorsmanual.com/articles/lists/
https://editorsmanual.com/articles/lists/


Punctuation dilemmas 
and solutions – serial 
comma

https://en.wikipedia.org/wiki/Serial_comma

In English-language punctuation, a serial 
comma (also called a series comma, Oxford 
comma, or Harvard comma) is 
a comma placed immediately after the 
penultimate term (i.e., before the coordinating 
conjunction, such as and or or) in a series of 
three or more terms. For example, a list of 
three countries might be punctuated either as 
"France, Italy and Spain" (without the serial 
comma) or "France, Italy, and Spain" (with the 
serial comma).

Oxford or serial comma:
https://en.wikipedia.org/wiki/Serial_co
mma 

https://publications.europa.eu/code/en
/en-4100106en.htm 
https://www.theguardian.com/guardian-
observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial
-comma/
https://www.grammarbook.com/blog/co
mmas/oxford-comma/

https://en.wikipedia.org/wiki/Serial_comma
https://en.wikipedia.org/wiki/English_punctuation
https://en.wikipedia.org/wiki/Comma
https://en.wikipedia.org/wiki/Coordinating_conjunction
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial-comma/
https://www.grammarbook.com/blog/commas/oxford-comma/


Punctuation dilemmas 
and solutions – serial 
comma

https://en.wikipedia.org/wiki/Serial_comma

For or recommended Against or for clarity only

American English British English

APA style Associated Press Stylebook

The Chicago Manual of Style The New York Times Style Book

Garner's Modern American Usage The Canadian Press

The MLA Style Manual The Economist Style Guide

U.S. Government Printing Office Style Manual Guardian style guide 

The Oxford Style Manual University of Oxford Style 
Guide (2014)

ETAS Journal style guide Interinstitutional style guide 

Editorial Manual Online (UN)

WHO style guide

Oxford or serial comma:
https://en.wikipedia.org/wiki/Serial_co
mma 

https://publications.europa.eu/code/en
/en-4100106en.htm 
https://www.theguardian.com/guardian-
observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial
-comma/
https://www.grammarbook.com/blog/co
mmas/oxford-comma/

https://en.wikipedia.org/wiki/Serial_comma
https://en.wikipedia.org/wiki/American_English
https://en.wikipedia.org/wiki/British_English
https://en.wikipedia.org/wiki/APA_style
https://en.wikipedia.org/wiki/Associated_Press_Stylebook
https://en.wikipedia.org/wiki/The_Chicago_Manual_of_Style
https://en.wikipedia.org/wiki/Garner%27s_Modern_American_Usage
https://en.wikipedia.org/wiki/The_Canadian_Press
https://en.wikipedia.org/wiki/The_MLA_Style_Manual
https://en.wikipedia.org/wiki/The_Economist
https://en.wikipedia.org/wiki/U.S._Government_Printing_Office
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://en.wikipedia.org/wiki/The_Oxford_Style_Manual
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial-comma/
https://www.grammarbook.com/blog/commas/oxford-comma/


Punctuation dilemmas 
and solutions – serial 
comma

https://en.wikipedia.org/wiki/Serial_comma

Oxford or serial comma:
https://en.wikipedia.org/wiki/Serial_co
mma 

https://publications.europa.eu/code/en
/en-4100106en.htm 
https://www.theguardian.com/guardian-
observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial
-comma/
https://www.grammarbook.com/blog/co
mmas/oxford-comma/

https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://www.theguardian.com/guardian-observer-style-guide-o#oxford
https://editorsmanual.com/articles/serial-comma/
https://www.grammarbook.com/blog/commas/oxford-comma/


Punctuation dilemmas  
with commas

Run-on sentences, comma splices, ….

Many inexperienced writers run two independent 

clauses together by using a comma instead of a full stop. 

This results in a run-on sentence or, more technically, 

a comma splice.

Example of a run-on sentence:

Amy is a proofreader, Ben is an event planner.

https://editorsmanual.com/articles/co
mma-mistakes/
https://editorsmanual.com/articles/co
mma/
https://www.scribbr.co.uk/comma/com
ma-splice-explained/
https://www.grammarbook.com/punct
uation/commas.asp
https://www.grammarbook.com/blog/c
ommas/run-on-sentences/

https://www.grammarbook.com/blog/commas/run-on-sentences/
https://editorsmanual.com/articles/comma-mistakes/
https://editorsmanual.com/articles/comma/
https://www.scribbr.co.uk/comma/comma-splice-explained/
https://www.grammarbook.com/punctuation/commas.asp
https://www.grammarbook.com/blog/commas/run-on-sentences/


Punctuation dilemmas 
and solutions with 
commas

Run-on sentences, comma splices, ….

Example of a run-on sentence:

Amy is a proofreader, Ben is an event planner.

This can be fixed by either adding a transition word like 

“and”, “but” or “while”, or a semicolon.

Amy is a proofreader, while Ben is an event planner.

https://editorsmanual.com/articles/co
mma-mistakes/
https://editorsmanual.com/articles/co
mma/
https://www.scribbr.co.uk/comma/com
ma-splice-explained/
https://www.grammarbook.com/punct
uation/commas.asp
https://www.grammarbook.com/blog/c
ommas/run-on-sentences/

https://editorsmanual.com/articles/comma-mistakes/
https://editorsmanual.com/articles/comma/
https://www.scribbr.co.uk/comma/comma-splice-explained/
https://www.grammarbook.com/punctuation/commas.asp
https://www.grammarbook.com/blog/commas/run-on-sentences/


Comma dilemmas

1.  What Albert believed to be true, was in fact a lie.

2. Maya stated that, the mission had been 

accomplished.

3. The researcher, who discovers a cure for AIDS, will 

win the Nobel Prize.

https://editorsmanual.com/articles/co
mma-mistakes/

https://editorsmanual.com/articles/comma-mistakes/


Comma dilemmas 
and solutions
1. In long sentences, it’s easy to mistakenly place a comma before a verb.

Incorrect: What Albert believed to be true, was in fact a lie.

Correct: What Albert believed to be true was in fact a lie.

2. When you’re reporting something, don’t use a comma after that.

Incorrect: Maya stated that, the mission had been accomplished.

Correct: Maya stated that the mission had been accomplished.

3. Essential phrases and clauses aren’t enclosed in commas.

Incorrect: The researcher, who discovers a cure for AIDS, will win the Nobel Prize.

Correct: The researcher who discovers a cure for AIDS will win the Nobel.

https://editorsmanual.com/articles/co
mma-mistakes/

https://editorsmanual.com/articles/comma-mistakes/


Spelling 
What dilemmas are 
there? 

traveling or travelling 

focussed or focused

-ise, -ize, -yze, -yse

organize or organise 

analyse or analyze



Spelling dilemmas and 
solutions

Spelling – use the style sheet for these decisions, particularly –ise
or –ize

• Traveling (US spelling) or travelling (UK spelling)

-ise, -ize, -yze, -yse

• Organize or organise; analyse or analyze

Remember that the first spelling in the dictionary is the one to 
follow.

• Focussed or focused

For example, if “focused” is in your spelling list, you will use Word’s Find 

function to search for all instances of “focuss” to make sure that no 

instances of “focussed” or “focussing” remain in the document.

From the Oxford dictionary

http://www.capstoneediting.com.au/blog/what-is-find-and-replace-and-why-you-should-be-using-it


Numbers, dates and time

• Time. The 24-hour system is preferred, but in less formal registers you may use the 
12 hour system with a.m. and p.m.—

• 24-hour system

• Use leading zeros and a colon, e.g. 09:30. In some cases, the seconds are also 
indicated, e.g. 09:30:05.

• The full hour is written with zero minutes: 12:00 (midday), 14:00. Midnight may be 
written as either 00:00 (beginning of the given date) or 24:00 (end of the given date), 
i.e. 24:00 of one day is the same time as 00:00 of the following one.

• 12-hour system

• Use a point and avoid leading zeros (e.g. 9.15 a.m., not 09.15 a.m.).

• The full hour is not written with zero minutes (e.g. 9 a.m., not 9.00 a.m.)

• ‘Midday/noon’ and ‘midnight’ should be used in preference to 12 p.m. and 12 a.m.

• In English, times are not followed by h or hrs in either the 24 or the 12-hour system.

• https://publications.europa.eu/code/en/en-4100500en.htm

https://publications.europa.eu/code/en/en-4100500en.htm


Singular and plural 
agreement dilemmas

• Data is or are?

• The team is or are?

• The government is or are?

Which ones are UK or US style?
From grammarbook.com (US style)

https://www.grammarbook.com/gramm
ar/subjectVerbAgree.asp

https://www.grammarbook.com/blog/si
ngular-vs-plural/subject-and-verb-
agreement-with-collective-nouns/

https://editorsmanual.com/articles/colle
ctive-nouns-singular-or-plural/

https://www.grammarbook.com/grammar/subjectVerbAgree.asp
https://www.grammarbook.com/blog/singular-vs-plural/subject-and-verb-agreement-with-collective-nouns/
https://editorsmanual.com/articles/collective-nouns-singular-or-plural/


Singular and plural 
agreement dilemmas

• Data is or are. It could be either.

Context-dependent. In general contexts, it is singular.

In academic or scientific contexts, it is plural.

• The team is or the team are. 

UK writers prefer the plural, while US writers prefer 
singular.

• The government is or are.

UK writers prefer the plural, while US writers prefer 
singular.

From the Oxford dictionary
In Latin, data is the plural of datum and, 

historically and in the specialized 
scientific field, it is also treated as a 

plural in English, taking a plural verb, as 
in “the data were collected and 

classified”. In modern non-scientific use, 
however, despite the complaints of 

traditionalists, it is often not treated as a 
plural. Instead, it is treated as a mass 

noun, similar to a word like information, 
which cannot normally have a plural and 

which takes a singular verb. 



Singular and plural 
dilemmas

https://editorsmanual.com/articles/colle
ctive-nouns-singular-or-plural/

https://editorsmanual.com/articles/collective-nouns-singular-or-plural/


More Latin and Greek 
origin words – plurals?

Crisis

Memorandum

Millennium

Syllabus

Curriculum

Forum

Check with the style guide and 
dictionary.

Add them to your style sheet.



Singular and plural 
dilemmas - solution

Crisis – plural is always crises

For the rest, it depends on style guide as both options could be 

acceptable, as the dictionary shows. Add to your style sheet and 

be consistent.

Memorandum – memoranda or memorandums

Millennium – millenniums or millennia

Syllabus – syllabuses or syllabi

Curriculum – curricula or curriculums

Forum – forums or fora

From the Cambridge dictionary
https://dictionary.cambridge.org/diction

ary/english/curriculum

https://dictionary.cambridge.org/dictionary/english/curriculum


Consistency
Parallelism

Parallelism in lists and in sentences

1 Maria believes that the agenda, attendance lists and 

minutes of the last meeting has been sent out on time, 

but she forgot about the postal strike.

2 David likes to attend the meetings, helping prepare for 

them and taking notes for his section.

https://www.trentu.ca/academicskills/ho
w-guides/how-edit-your-
writing/grammar-and-style/parallelism-
consistency-and-voice

https://proofed.co.uk/writing-
tips/grammar-tips-parallelism/

https://www.trentu.ca/academicskills/how-guides/how-edit-your-writing/grammar-and-style/parallelism-consistency-and-voice
https://proofed.co.uk/writing-tips/grammar-tips-parallelism/


Consistency
Parallelism
Parallelism in lists and in sentences

1 Verb tenses: sloppy

Inconsistent: Maria believes that the agenda, attendance 

lists and minutes of the last meeting has been sent out on 

time, but she forgot about the postal strike.

Consistent: Maria believed that the agenda, attendance lists 

and minutes of the last meeting had been sent out on time, 

but she had forgotten about the postal strike.

https://www.trentu.ca/academicskills/ho
w-guides/how-edit-your-
writing/grammar-and-style/parallelism-
consistency-and-voice

https://proofed.co.uk/writing-
tips/grammar-tips-parallelism/

https://www.trentu.ca/academicskills/how-guides/how-edit-your-writing/grammar-and-style/parallelism-consistency-and-voice
https://proofed.co.uk/writing-tips/grammar-tips-parallelism/


Consistency
Parallelism

Parallelism in lists and in sentences

2 Infinitives and gerunds

Inconsistent: David likes to attend the meetings, helping

prepare for them and taking notes for his section.

Consistent: David likes attending the meetings, helping

prepare for them and taking notes for his section.

https://www.trentu.ca/academicskills/ho
w-guides/how-edit-your-
writing/grammar-and-style/parallelism-
consistency-and-voice

https://proofed.co.uk/writing-
tips/grammar-tips-parallelism/

https://www.trentu.ca/academicskills/how-guides/how-edit-your-writing/grammar-and-style/parallelism-consistency-and-voice
https://proofed.co.uk/writing-tips/grammar-tips-parallelism/


Consistency in tenses

Tense – reported speech, narrative, consistency

Check you have been consistent in your use of tenses. 

Is it a narrative? Present or past tenses?

A report? Subjunctive?

Informal minutes of a meeting? Present or past?

https://www.un.org/dgacm/en/content
/editorial-manual/indirect-speech

https://www.englishpage.com/minituto
rials/subjunctive.html

https://www.un.org/dgacm/en/content/editorial-manual/indirect-speech
https://www.englishpage.com/minitutorials/subjunctive.html


How to write stylishly

Plain English

https://op.europa.eu/en/publicati
on-detail/-/publication/bb87884e-
4cb6-4985-b796-
70784ee181ce/language-en

http://www.plainenglish.co.uk/fr
ee-guides.html

https://www.plainlanguage.gov/
guidelines/

Grammarly gives hints about 
these in your text.

https://op.europa.eu/en/publication-detail/-/publication/bb87884e-4cb6-4985-b796-70784ee181ce/language-en
http://www.plainenglish.co.uk/free-guides.html
https://www.plainlanguage.gov/guidelines/


How to write clearly – free guide in 16 
languages



Stylish writing tip: Be 
action-oriented
Avoid Zombies
A nominalization or “zombie noun” can often be 
recognized by an ending such as:

•-able

•-ance

•-ation

•-ency

•-ian

•-ion

•-ism

•-ity

•-ment

•-ness

•-sion

https://www.plainlanguage.gov/guidelin
es/words/
https://shortishard.com/2018/03/28/wo
rds-to-watch-for-zombie-nouns/

Watch Helen Sword’s TED video
https://www.youtube.com/watch?v=dNl
kHtMgcPQ

https://www.plainlanguage.gov/guidelines/words/
https://shortishard.com/2018/03/28/words-to-watch-for-zombie-nouns/
https://www.youtube.com/watch?v=dNlkHtMgcPQ


Stylish writing tip: Be 
action-oriented
Avoid Zombies

Avoid Zombies. Find the “hidden verb” and use that 

instead. For example:

Make an application = apply

The development of = develop or developing

https://www.plainlanguage.gov/guidelin
es/words/
https://shortishard.com/2018/03/28/wo
rds-to-watch-for-zombie-nouns/

Watch Helen Sword’s TED video
https://www.youtube.com/watch?v=dNl
kHtMgcPQ

https://www.plainlanguage.gov/guidelines/words/
https://shortishard.com/2018/03/28/words-to-watch-for-zombie-nouns/
https://www.youtube.com/watch?v=dNlkHtMgcPQ


Stylish writing tip: Be 
concise

Prune, prune, prune

Typical wordy expressions include:

1. In view of the fact that 

2. In order to 

3. As far as I am concerned

4. It is important to note that

5. In addition/moreover/furthermore/also/too

6. There is /are 

7. It is worth highlighting that

https://www.plainlanguage.gov/guidelin
es/words/
https://shortishard.com/2018/03/28/wo
rds-to-watch-for-zombie-nouns/

Watch Helen Sword’s TED video
https://www.youtube.com/watch?v=dNl
kHtMgcPQ

https://www.plainlanguage.gov/guidelines/words/
https://shortishard.com/2018/03/28/words-to-watch-for-zombie-nouns/
https://www.youtube.com/watch?v=dNlkHtMgcPQ


Stylish writing tip: Be 
concise - suggestions

Prune, prune, prune

Typical wordy expressions include:

1. In view of the fact that = because 

2. In order to = to

3. As far as I am concerned = I believe, In my view

4. It is important to note that

5. In addition/moreover/furthermore/also/too = list

6. There is /are 

7. It is worth highlighting that

https://www.plainlanguage.gov/guidelin
es/words/
https://shortishard.com/2018/03/28/wo
rds-to-watch-for-zombie-nouns/

Watch Helen Sword’s TED video
https://www.youtube.com/watch?v=dNl
kHtMgcPQ

https://www.plainlanguage.gov/guidelines/words/
https://shortishard.com/2018/03/28/words-to-watch-for-zombie-nouns/
https://www.youtube.com/watch?v=dNlkHtMgcPQ


Collocation
Confusing words –
watch out!

Watch out for these commonly confused words

Except vs accept

Ensure, insure, assure

Principle vs principal

Complement vs compliment

Lie vs lay 

There, their, they’re 

It’s vs its

That vs which

https://padlet.com/ckwaites/confusingw
ords

Common errors A-Z
https://brians.wsu.edu/common-errors/

Prepositions
https://editorsmanual.com/articles/conf
using-prepositions/

https://padlet.com/ckwaites/confusingwords
https://brians.wsu.edu/common-errors/
https://editorsmanual.com/articles/confusing-prepositions/


Collocation
False friends – watch 
out!

Watch out for these commonly confused words for French 

speakers:

Attend vs assist

Actual vs current

Important vs large

In case vs if

Adequate vs suitable

Chef vs chief

Responsible officer vs officer responsible

https://padlet.com/ckwaites/confusingw
ords
http://www.eca.europa.eu/Other%20pu
blications/EN_TERMINOLOGY_PUBLICATI
ON/EN_TERMINOLOGY_PUBLICATION.pd
f

https://padlet.com/ckwaites/confusingwords
http://www.eca.europa.eu/Other%20publications/EN_TERMINOLOGY_PUBLICATION/EN_TERMINOLOGY_PUBLICATION.pdf


Course on 
proofreading and 
editing

If you want a career change, do a course.

It’s online and you get feedback from a tutor.

No deadlines – do it in your own time.

https://collegeofmediaandpublishing.co.uk/product/pro

ofreading-and-editing-course/

Here is a collection of references from this course:

https://padlet.com/ckwaites/proof

https://padlet.com/ckwaites/proofreading

!

https://collegeofmediaandpublishing.co.uk/product/proofreading-and-editing-course/
https://padlet.com/ckwaites/proof
https://padlet.com/ckwaites/proofreading


Padlet on proofreading and editing
https://padlet.com/ckwaites/proofreading

https://padlet.com/ckwaites/proofreading
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