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City 398 Editing Tips

Paper Structure
· A clear structure that presents a progression of ideas that build on each other
· Transition of one paragraph to another should make sense – no big leaps in logic
Suggestions:
· Go through your paper and write 1 phrase or sentence expressing the key idea for each paragraph
· If there is more than 1 idea in a paragraph, break it up into more paragraphs
· If ideas repeat, consolidate paragraphs with repeating ideas into 1 paragraph
· If there are leaps in logic or gaps in the sequence of ideas, add the missing links (maybe whole new paragraphs or maybe just transitioning sentences)
· If the sequence of ideas does not make sense, re-order your paragraphs
· Look at just your headings – do they mark major transition points in your paper? If there is a major transition point without a heading, add it.
· Read your paper (or ask a friend to) as if you are just skimming a new article: read just the headings and the first sentence of each paragraph—does it make sense? Can you understand the overall argument? If not, re-write your paragraphs to clarify the key points in the first sentence.

Paragraphs
· 1 big idea per paragraph
· Most paragraphs are 1 claim + evidence + connection to next paragraph
· Evidence should come from multiple sources and/or primary analysis
Suggestions:
· Ask a friend to read your paper (or some part of your paper) and highlight the topic sentence (main idea) in each paragraph – were they right? If not, your paragraph is not clear, and you need to re-write it to make the topic sentence more obvious.
· Are you citing more than 1 source in your paragraph? If not, you are most likely just summarizing someone else’s material, not providing synthesis or analysis. Wherever possible, synthesize material from multiple sources. If you must draw from one source only, condense descriptive material to include only the specific elements most closely connected to your research question/main argument.



Sentences
· Good word choice, grammar, punctuation
· Minimize passive voice. OK to use it occasionally, but most people use it way too much. It’s especially important when discussing issues of power to be clear about who does what.
· Remove slang
· Avoid hyperbole
· Avoid sweeping claims you can’t support with evidence
· Avoid compound verbs when a simple one works. In general, -ing words are suspect.
For example: I will analyze. . .
NOT: I will be analyzing. . .
· Parallel construction in a series: when you have a list or series, items in the series should be grammatically constructed in the same way (meaning, all nouns or all gerunds but not a mix).
· Be consistent about comma usage in a series. Personally, you can pry my Oxford comma from my cold, dead hands (that’s the comma before the final “and” in a series), but different editing styles have different preferences on this rule, so I will leave it to your choice. Either way, decide which rule you are going to follow for commas in a series, and then always follow that rule.
· Make sure you understand how and when to use em dashes as opposed to commas, parentheses, or semi-colons, and DON’T overuse them: “The first thing to know when talking about dashes is that they are almost never required by the laws of grammar and punctuation. Overusing dashes can break up the flow of your writing, making it choppy or even difficult to follow, so don’t overdo it.” https://writingcenter.unc.edu/tips-and-tools/semi-colons-colons-and-dashes/
· Phrases/words to avoid:
· a lot of
· X proves that . . . 
· determine
· really
· perfect
· great
· impactful (you probably mean effective, powerful, strong)
· impact as a verb (you probably mean affect)
· don’t use “feel” when you really mean “think”. Only use the verb “feel” when you are describing an emotional state.  If you are describing someone’s opinion, belief, or thought, use “think”.
For example: I think that people should eat 4 meals a day.
NOT: I feel that people should eat 4 meals a day.
· Use abbreviations only when necessary, and make sure you state the full name or phrase the first time you use the abbreviation.
· Word formatting issues:
· Spell out street names (Washington Avenue, not Washington Ave)
· Decades don’t get apostrophes (1980s not 1980’s)
Suggestions:
· Read your sentences out loud – do they sound clear?
· Read your sentences in reverse order starting from the back of your paper. This will help you catch typos.
· Go through your paper and highlight every sentence with passive voice – does it really need to be passive voice, or would it be clearer if re-written in active voice?
· If you know you tend to have problems with particular grammar or punctuation issues, make a short list of your most common issues, and then go through your paper looking explicitly for each one. [Common issues include sentence fragments, run-on sentences, problems with comma usage.]

Final proofing
· Check the details . . . 
· There is a reference for every citation and a citation for every reference
· There is a citation for every direct quote
· There is a citation for every significant idea that came from a source (rather than your own primary analysis)
· There is full citation/reference info for each image
· Fonts for headings are consistent
· Page numbers on TOC are correct
· Do a find and replace to remove double spaces between words

