
So you’ve written a first draft – what do you do next? 

Ideally, have at least a day’s gap between drafting and editing so you can look at your work 

with fresh eyes. 

 Don’t do all of your editing in one go at the last minute. It is best to read through slowly and 

carefully multiple times, looking out for just one type of error each time.  

 

 
 

 

 

 

 

 

 

  

 

Don’t worry about the minor details – just check how it reads: 

✓ Does every paragraph make a point? If so, scribble what it is next to it in the margin. 

✓ How well do the paragraphs link to one another? 

✓ Does the order of the ideas presented seem logical (use your notes in the margin to help you) 

 

 

 

Referencing is hugely important in academic writing and you will be docked marks if you do it 

incorrectly! 

✓ Is every argument referenced? Is the formatting correct? 

✓ Are your references well distributed? Are you using one or two sources a lot more than the 

others?  

 

 

Check the flow 

  Check your references 



 

 

It’s OK to use whatever words spring to mind when you’re writing your first essay draft – but make 

sure that informal language doesn’t make it through to the submitted version: 

✓ Check for conversational language and contractions (can’t, doesn’t etc.) 

✓ Are you being repetitive? For example, do you always start paragraphs or introduce quotes in the 

same way? 

✓ Writing ‘could of’ instead of ‘could have’  

✓ Apostrophes: 

✓ Plurals do not have apostrophes: there are ten ships in the port 

✓ Apostrophes signify ownership: the ship’s captain 

✓ Apostrophes go after the S for plural ownership: the ships’ captains 

✓ It’s = it is; its = thing belonging to it (yes, this breaks the rule!) 

✓ Starting sentences with conjunctions (e.g. and, but) these should only be used to link two parts of 

a sentence 

✓ Plural inconsistencies: 

✓ The students understand the poem 

✓ The student understands the poem 

✓ Punctuation changing the meaning of sentences. 

✓ Vague pronouns – writing ‘it’ when it could be referring to more than one thing. 

✓ Repeating words in quick succession. 

✓ Silly spelling errors through/thorough 

✓ And finally, THEY’RE parked in THEIR car over THERE  

 

 

 

Check your formatting against the guidance in your handbook. 

✓ Check you are using an acceptable font and size 

✓ Put all text except your reference list into 1.5 or double spacing 

✓ Add page numbers 

✓ Check if you need to put your name or student number as a header 

✓ Make sure all diagrams have numbers and titles 

✓ Complete a cover sheet (this should be available on your intranet) 

  Check your language 

Formatting 


