
 

 

 

 

 

The Revision Process:  How to Proofread & Edit Your Writing - Action Plan 

Part 1: Know what resources your campus provides. 

Does your campus have a writing center or writing lab?  Find out!  If there is a writing center or lab on 

campus, fill in the following information. 

Location:

Hours:

Services they offer:

How did you find it?

Part 2:  Proofreading (revising for mechanics). 

Do you know what proofreading means? Proofreading, also called revising for mechanics, means that 

you read over your writing specifically looking for errors with grammar, punctuation, and spelling.   

There are many printed and online resources you can use to help you understand what some typical 

mechanical errors are and how to fix them.  Search the Internet for resources that will help you 

understand the following.  List one reliable resource for each. 

Complete vs. incomplete sentences: 

 

 

 

 

 

 

 

Run-on sentences:



Comma splices: 

 

 

Verb-subject agreement:

Part 3:  Revising for content. 
If you are currently working on a writing assignment and have written a first draft, complete Option A 

of this section.  If you are not currently working on a writing assignment, complete Option B.  Option B 

activities are on the last page of this document.    

Option A 

Read your draft several times and answer all of the following questions. 

1.  The assignment. 

Did I do everything that was asked of me?  (Review the original assignment.) 

If your answer is yes, briefly summarize the assignment. If your answer is no, list the tasks that you still 

need to complete.

2.  What do you need to do? 

After reading the draft several times, do you feel that you need to scrap it and start over, make several 

major changes, tweak only a few things, or talk to your instructor about the assignment?   

Type your answer here: 

 

 

 

 

 

 

 

 

3.  The five senses. 

Choose two sentences or sections of your draft that you think can be improved by using one or more of 

the five senses (sight, sound, touch, taste, smell), as illustrated in the workshop.  Rewrite the sentences 

and fill in the information below. 

Original sentence/section 1:

Revised sentence/section 1:



Sense or senses used: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Original sentence/section 2: 

Revised sentence/section 2:

Sense or senses used:

4. Showing vs. telling. 

A good writer does not just tell, a good writer shows.  You can “show” by including engaging details, 

using emotional language, providing specific details that show your point, etc.  Before completing this 

activity, you may want to review the section of the workshop that describes showing vs. telling.  

Choose two sentences or sections of your draft that you think can be improved by including more 

engaging details, using emotional language, or by providing more specific details.  Rewrite the 

sentences and fill in the information. 

Original sentence/section 1: 

Revised sentence/section 1:

Did you add engaging details, more specific details, emotional language, or some other strategy?

Original sentence/section 2: 

Revised sentence/section 2:



Did you add engaging details, more specific details, emotional language, or some other strategy? 

Original sentence: 

 

 

Original sentence: 

Option B 

1.  The five senses. 

The following sentences could be improved by using one or more of the five senses (sight, sound, 

touch, taste, smell), as illustrated in the workshop.  Rewrite the sentences and indicate which sense or 

senses you used. 

The men laughed and joked like teenage boys. 

Revised sentence:

Sense or senses used:

Johnny was enjoying the ice cream sundae. 

Revised sentence: 

 

 

 

 

 

 

Sense or senses used:

2.  Showing vs. telling. 

A good writer does not just tell, a good writer shows.  You can “show” by including engaging details, 

using emotional language, providing specific details that show your point, etc.  Before completing this 

activity, you may want to review the section of the workshop that describes showing vs. telling.  

Choose two sentences or sections of the following text that you think can be improved by including 

more engaging details, using emotional language, or by providing more specific details.  Rewrite the 

sentences and fill in the information below the text. 



I went to Disneyland when I was ten years old.  Even though I was scared of some of the rides, I have 

mostly good memories of the trip.  It was nice to spend time with my parents doing fun things 

instead of the boring things we do at home.  My parents acted like kids instead of grownups when 

we were there.  I felt closer to them after the trip.  When I have children, I will take them to 

Disneyland.   

Original sentence/section 1: 

Revised sentence/section 1: 

 

 

 

 

 

 

 

Strategies used to revise this section:

Original sentence/section 2:

Revised sentence/section 2:

Strategies used to revise this section:
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