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pnaIviNaaY 1
Correction Symbols

Symbol Meaning and Explanation

st Connect these two words into one.
A Article add, omit, or use a different one.
F Use another form of the same word.
Inc. Incomplete sentence : complete it.
A Omission : add a word.
%] Omit this word.
( ) Optional : this is possible, but another way is preferred.
9 Paragraphing is incorrect : combine or separate the paragraph.
1 The structures are not parallel : change them so that they are.
P Wrong punctuation : add, omit, or change it.
/ Separate into two words.
# Number : change from singular to plural or plural to singular :
S Spelling is incorrect.
C Capitalization is incorrect.
T Tense of verb is incorrect.
\% Voice (active vs. passive) is incorrect.
? Unclear, unreadable, or doubtful.
- The word order is incorrect.
w Wrong word or phrase : choose another word or phrase.
Ref. Unclear reference : change the sentence so that it is clear what
this word refers to.
Notes in
the Margin Meaning and Explanation
Combine Combine two or three sentences or phrases.
Add Add more detail or support.
Omit This phrase, sentence, or paragraph should be omitted.
Reword This part is hard to understand, unidiomatic, or awkward.
Write your idea in a different way.
Separate This sentence is too long. Divide or shorten it.

SOURCE : A Practical Guide for Advanced Writers in English as a Second Language, by Paul
Munsell and Martha Clough

37



ESSAY

GRAMMAR
Articles
Fragments
Gerund/Infinit.

Plurals : Count
Consistency
Prepositions
Pronouns
Run-ons
S/V Agreement
Verbs : Be
Form
Modal
Tense
Tense Shift
Word Forms

Word Order

ERROR RECORD SHEET

mnaIynnuay 2

MECHANICS
Capitalization

Punctuation

Spelling

Source : Applied English Center, The University of kansas
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SELF-EDITING
PARAGRAPH CHECKLIST

After you've written a paragraph, ask yourself the following questions :

1.

10.
11.

12.

Does my topic sentence make a point which I can adequately develop in
one paragraph ? YES NO
If NO, then I need to rewrite it, possibly making it less general.

. Does each developing sentence support my topic sentence ?

YES NO
If NO, then I'll rewrite the necessary ones so that they support my point.
Have I fully presented all the information I need to express my idea ?
YES NO If NO, I'll add some information.

Are there any sentences which are unnecessary to my topic ?

YES NO
Do I have a conclusion ? YES NO If NO, I'll write one.

Does my conclusion make it clear that I'm finished discussing my idea ?
YES NO If No, I'll write a conclusion that brings the
development of my idea to a close.

Is my paragraph logical ? I'll ask a friend to read it and tell me.

Is my paragraph understandable ? I'll ask a friend to read it and tell me.
Do my ideas and sentences move smoothly from one to the next ?
YES NO ___ .

If NO, I'll rethink my idea and make the necessary changes.

Have I repeated key words and phrases ? I should have.

Have I used transitions and used them correctly ? If I'm in doubt, I'll look
at pp.xvi-xviii in my text.

Is it obvious who or what my pronouns refer to ? YES NO If
NO, I'll go back and replace pronouns with nouns where it’s not clear.

Source : Beverly Crabtree, Applied English Center, The University of Kansas
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PEER-EDITING CHECKLIST

CONTENT AND ORGANIZATION

What is the author’s purpose or main idea ?

Yes No Does the composition have a title ?

Yes No Is the title in the correct form ?

Yes No Is there an introduction and conclusion ?

Yes No Does each paragraph of the body contain both objective and

subjective details ?

GRAMMAR AND SPELLING

LINE #
Spelling errors
Subject - verb agreement
Pronoun reference
Missing verb endings
Missing plural or possessive
Wrong tense
Wrong word
Wrong word form
Missing article
Wrong article

PUNCTUATION
LINE #

Run-on sentence

Fragment

Missing period or question mark
Comma in the wrong place

Source : Applied English Center, The University of Kansas
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