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We know that errors diminish your dazzle and weaken your wallet. Checking for errors in 
your own writing (e-mails, articles, blog posts, books, and websites) is not only a courtesy to 
your readers, but it is a benefit to your credibility as a professional. At Hallagen Ink, we help 
to ensure that you always shine. Although every good writer needs an editor, there are a few 
things you can do to eliminate errors in your own work, even before you send it to us for that 
second pair of eyes. Use all or any combination that feels best to you, and let us know how it 
helps. 

1. Use your spell check command. I know, the spell check feature is not going to catch all 
of your errors, but it is still a good first step. This way, you can quickly correct the 
double spaces after a period, repetitive words, and obvious misspellings. Just 
remember that the grammar check is extremely weak and may send your writing in the 
wrong direction. If something causes you to pause, look it up offline (i.e., Merriam 
Webster's Collegiate® Dictionary and The Chicago Manual of Style). And remember, 
spell checkers do not catch accurate typos like using form instead of from or you 
versus your versus you're. 

2. Let your document rest. After spending a lot of time writing a manuscript or 
document, you may not see the elephant errors trampling your pages. Put the 
document away for a day or so, and then come back to begin the editing/proofreading 
process. The separation may help you to see more clearly. 

3. Read for one kind of error at a time. For example, read for spelling errors on one run 
through, and punctuation or grammar issues on another. This will keep you on track. 
(Some even suggest reading backwards for spelling errors so you do not focus on 
content or on what the document should say. It forces you to read each word on its 
own and verify its accuracy.) 

4. Plan time for editing and proofreading. Editing is a part of the writing process, not just 
something you throw in before you print. Leave sufficient time to address editing 
issues (content, organization, word choice, flow, etc.) and to proofread your final draft.  

5. After you finish writing and editing, read your work out loud. (If in public, read under 
your breath.) Though we have a tendency to read what we expect to be there, we are 
more likely to trip over missing or misused words when we read it out loud. We also 
speak slower, reading every word, and this can help us to catch more errors and 
problems with flow. 

 
For more tips, mentoring, or editing, contact Hallagen Ink. We help others to massage a 
message that matters so they can capitalize on the power of their words (see 
http://www.HallagenInk.com).  
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