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Quick Fixes
Know what you want to write—Before starting to write have a firm grasp on the subject you would like 
to write about and how you would like to put together your piece. Whether this means brainstorming, 
outlining, and/or starting with a very rough draft, knowing what you intend to write will ensure your writing 
is more clear and concise.

Read—Read books that are well written and similar to the piece you would like to write. While it is 
necessary to perform research prior to some writing, this will assist not only in obtaining knowledge about a 
subject, but in developing writing skills by example.

Avoid order—Don’t necessarily attempt to write the entire piece in order or in one session. Start writing 
wherever you feel most comfortable and continue with each portion of  the work until you have completed 
the document. Take your time and don’t expect each sentence to come easily.

Use spell check and grammar check—Use spell check and grammar check, but use your discretion to 
ensure the computer’s accuracy.

Look for spelling errors—Use the find function (ctrl + F) to look for common errors in spelling that spell 
check was unable to locate (e.g. affect/effect, it’s/its, thus/therefore, etc.)

Look for overused words & phrases—Use the find function (ctrl + F) to search for overused words and 
phrases. Then change them to make the piece stronger.

Look for common mistakes—Be aware of  patterns in grammar, usage, and punctuation errors that 
should be avoided, and change them where necessary.

Be concise—Follow the “Five Principals of  Brevity.” Delete the first sentence, paragraph, or page. 
Often the content in the first sentence or paragraph is fairly general and not the best beginning statement. 
Warming up to a piece is helpful to complete the writing process, but not necessarily the best reading.

Read aloud—Minor errors can easily be glanced over when scanning a page. By reading aloud to yourself, 
or having someone read to you, it is easier to notice those things you might otherwise have overlooked.

Put the work aside—For a few hours to a few days, gain some distance from your writing. Putting aside 
the affection and familiarity you have with your words will allow you to review your work with a clearer 
perspective.

Get feedback—Peer feedback can help you to polish your final product.

The Community Writing Center (CWC) has numerous books to aid in editing your own writing. 
Additionally, CWC Writing Assistants are available to assist you in any stage of  your writing process.
Just ask to sign up for an appointment.


