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Proofreading your essay, thesis or dissertation 

 

I offer a standard proofreading and editing service, and a number of additional services. 

Choose the service that will work best for you. 

Standard proofreading and editing 

My standard proofreading service covers the areas listed on pages 4 and 5. I ask for a Word 

file containing your text and use ‘track changes’ to delete, correct or alter the text. I also 

add comment boxes with notes justifying my changes or suggesting how you might rework 

the text. I offer advice on layout. I assess your table of contents and lists of tables and 

figures. I check the formatting and numbering of paragraphs, as well as page numbering. 

I also run a plagiarism check. I advise you to run your own plagiarism check before 

submitting the text to me.  

If you are working to any style guidelines imposed by your college or department, I need to see 

them. 

Deadlines 

I know that deadlines are vitally important. If I believe that I cannot meet your deadline, I 

will not take on the work. 
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Additional service: structural check 

I check whether you have included all the elements necessary in each chapter, and whether 

they are in the right place in the chapter. As well as assessing the general structure of the 

text, I examine sections such as: 

 Preface 
 Summary or Abstract 

 Introduction 

 Results 

 Conclusion 

 Discussion 

 Recommendations 

I also offer you advice about headings and titles, paragraph structure and unnecessary 

repetition.  

Additional service: clarity check 

This additional check assesses how clearly you are presenting your ideas. 

 Is your writing logical? 

 Is your reasoning cogent? 

 Are you presenting information in a rational order? 

 Are you expressing yourself clearly? 

 Are you contradicting yourself? 

Additional service: reference check 

I improve your reference list and in-text citations. I focus on APA Style Guidelines, but I can 

also help with other reference styles if required. 

 I check your reference list for consistency and fix small mistakes. 

 I help you improve your reference list’s layout. 

 I check whether citations or references are incomplete. 

 I cross-check citations against references. 

Service rates 

[based on the word count of the document as initially submitted] 

Standard proofreading and editing:    0.013p per word 

Additional service: structural check   0.007p per word 

Additional service: clarity check    0.007p per word 

Additional service: reference check   0.007p per word 
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Standard Proofreading and Editing Service 

Part 1: Reviewing your language 

Key question Topic 

1. Have you spelled all words 

    correctly? 
General spelling mistakes and typos 

 
Compound nouns  

 
Compound adjectives 

 
UK vs. US spelling 

 
Capitalization 

2. Have you used the right words? Articles 

 
Pronouns 

 
Demonstratives 

 
Word choice 

 
Prepositions  

 
Phrasal verbs 

 
Linking words 

3. Have you written sentences well? Subject-verb agreement 

 

Verb choice for collective nouns (singular vs. 

plural) 

 
Word order in simple sentences  

 
Word order in complex sentences  

 
Word order in lists 

 
Verb tense  

 
Missing words 

 
Sentence fragments 

 
Redundancy 

4. Have you used punctuation well? Commas 

 
Colons  

 
Semicolons 

 
Periods 

 
Quotation marks 

 
Parentheses 

 
Long dashes 

 
Hyphens 

5. How is your style? Minimizing passive constructions 

 
Avoiding awkward constructions  

 
Avoiding overly long and complicated sentences  

 
Using appropriate sentence starts 

https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#spelling
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#nouns
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#adjectives
https://www.scribbr.com/academic-writing/using-american-british-or-australian-spelling-within-your-dissertation/
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#capitalization
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#nouns
https://www.scribbr.com/academic-writing/common-word-choice-confusions/
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#prepositions
https://www.scribbr.com/academic-writing/whats-a-phrasal-verb/
https://www.scribbr.com/academic-writing/word-order-rules-in-english/
https://www.scribbr.com/academic-writing/word-order-rules-in-english/
https://www.scribbr.com/academic-writing/common-uses-tenses-academic-writing/
https://www.scribbr.com/academic-writing/common-sentence-construction-problems/#sentence-fragments
https://www.scribbr.com/academic-writing/commas/
https://www.scribbr.com/academic-writing/colons/
https://www.scribbr.com/academic-writing/semicolons/
https://www.scribbr.com/academic-writing/integrate-quotations/
https://www.scribbr.com/academic-writing/parentheses/
https://www.scribbr.com/academic-writing/dashes/
https://www.scribbr.com/academic-writing/hyphens/
https://www.scribbr.com/academic-writing/stylistic-dos-donts-academic-writing/
https://www.scribbr.com/academic-writing/write-shorter-sentences-clarify-dissertation/


5 

 

Key question Topic 

 
Using varied vocabulary 

 
Using varied sentence structure 

6. Are you being consistent?  Spelling 

 
Capitalization 

 
Verb tense (within paragraphs or sections)  

 
General punctuation 

 
Serial (“Oxford”) commas  

 
Quotation marks 

  

Part 2: Reviewing your academic writing 

Key question Topic 

1. Does the text have an academic 

    tone? 
Using academic vocabulary 

 
Avoiding inappropriate words and phrases  

 
Avoiding vague and redundant formulations 

2. Are you writing quotations  

    correctly? 
Making changes to quoted text  

 
Using correct punctuation in citations  

 
Spelling mistakes in citations  

3. Are you writing numbers 

    correctly? 
Using words or numerals to express numbers  

 
Using commas and periods in numbers 

 
Using symbols and units with numbers 

4. Are you using abbreviations 

    correctly?  
Properly introducing abbreviations  

 
Consistently using abbreviations  

 
Following other abbreviation rules  

5. Are you point of view/voice choices  

    appropriate? 

Avoiding the first person voice (when 

requested) 

 
Avoiding the second person voice  

 
Using a consistent voice 

6. Is your writing understandable? Avoiding unclear sentences 

 

Using tenses that are appropriate for different 

sections of a thesis  

 

  

https://www.scribbr.com/academic-writing/common-sentence-construction-problems/
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#spelling
https://www.scribbr.com/academic-writing/english-mistakes-commonly-made-in-a-dissertation/#capitalization
https://www.scribbr.com/dissertation/tense-tendencies-in-theses-and-dissertations/
https://www.scribbr.com/academic-writing/punctuation-in-academic-writing-common-pitfalls/
https://www.scribbr.com/academic-writing/use-serial-commas/
https://www.scribbr.com/academic-writing/integrate-quotations/
https://www.scribbr.com/academic-writing/taboo-words/
https://www.scribbr.com/academic-writing/integrate-quotations/
https://www.scribbr.com/academic-writing/punctuation-in-citations/
https://www.scribbr.com/academic-writing/language-mistakes-in-quotes/
https://www.scribbr.com/academic-writing/numbers-in-your-dissertation-should-you-use-words-or-numerals/
https://www.scribbr.com/academic-writing/using-abbreviations-and-acronyms-in-a-dissertation/
https://www.scribbr.com/academic-writing/using-abbreviations-and-acronyms-in-a-dissertation/
https://www.scribbr.com/academic-writing/using-abbreviations-and-acronyms-in-a-dissertation/
https://www.scribbr.com/academic-writing/quick-guide-use-personal-pronouns-academic-work/
https://www.scribbr.com/academic-writing/quick-guide-use-personal-pronouns-academic-work/
https://www.scribbr.com/academic-writing/avoid-2nd-person/
https://www.scribbr.com/academic-writing/common-sentence-construction-problems/
https://www.scribbr.com/dissertation/tense-tendencies-in-theses-and-dissertations/
https://www.scribbr.com/dissertation/tense-tendencies-in-theses-and-dissertations/
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Alan Barker 

I am a writer, editor, training consultant, and coach. 

 

 

I have an MA in English from Cambridge University and 

am the published author of over twenty books. As well as 

helping students to improve their writing skills, I work in a 

number of organizations as an editor and consultant, 

helping technical specialists to improve the quality of 

reports and other documents aimed at the public. I also 

provide online training for NGOs and other international 

organizations. 

 

I’m an Affiliate Member of the Chartered Institute of Marketing, and a member of the 

European Speechwriter Network. Before becoming a writer and consultant, I 

worked as a professional actor for fifteen years. 

 

As a trainer and coach, I help people in a wide range of sectors to develop, present 

and share ideas more effectively. Take a look at sample outlines of training courses 

at:  

 

http://bit.ly/2hXR9B4 

 

How to Solve Almost Any Problem was published by Pearson in September 2012.  

Among my other books are: 

 

Improve Your Communication Skills (Kogan Page) 

30 Minutes Before Holding a Meeting (Kogan Page) 

30 Minutes to Brainstorm Great Ideas (Kogan Page) 

How to Write an Essay (Bookboon) 

Creativity at Work (Bookboon) 

 

My books have been translated into over ten languages, and I’ve worked on every 

continent except – so far – Australia and Antarctica. 
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