
Editing Corrections (Words) 

 

 

A. 

 Active voice. Use active verbs. Make sure the subject is doing an action. 

*Wrong: The students will be tested next week.  

*Right: The teacher will test the students next week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. 

 Confusing words.  
 

Affect/Effect. Affect (verb) means to influence. Effect (noun) means the result. 

*Wrong: The sugar effects me more than you.     *Right: The sugar affects me more 

 

Complement/Compliment. Complement is something that completes.  

Compliment is praise. 

*Wrong: She complemented my shirt.   *Right: That tie complements my eyes. 

Its/ It’s. Its shows ownership. (I found its owner).  

It’s is a contraction for “it is.” (It’s going to rain).  

*Wrong: The cat enjoyed it’s food.      *Right: The cat enjoyed its food. 

Should’ve/Could’ve/Would’ve. Should’ve is a contraction for “should have.”  

*Wrong: I should of known better.  *Right: I should have known better. 

 

 Their/There/They’re. Their shows ownership (Their car is fast).  

There means position (John sits there).  

They’re is a contraction for “they are” (They’re going to the office). 

*Wrong: There going to find they’re food.  

*Right: They’re going to find their food. 

Then/Than. Then is an adverb and deals with time. Than deals with comparisons. 

*Wrong: I hate it more then anything.   *Right: I hate it more than anything. 

 

Though/Although. Though is an adverb that can switch with “nevertheless” or “however.” Although is 

a subordinating conjunction and starts off a dependent clause. *Right: Although I am hungry, I will not 

eat that moldy bread. 

*Right: I am hungry; though, I will not eat that moldy bread. 

To/Too/Two. Too is excessively or also, to is toward, and two is a number. 

*Wrong: I hate that game to. I love her to much. I have to apples.  

*Right: I hate that game too. I love her too much. I have two apples. 

Well/Good. Use well to describe actions and good to describe persons, places, or things.  

*Wrong: You listen very good.    *Right: You listen very well. 

 

Who/That/Which. Use who for people and that or which for nonhumans.  

*Wrong: The boy that threw the chalk...  *Right: The boy who threw... 

 

Your/You’re. Your shows ownership (Your dog is mean). You’re is a contraction for “you are” (You’re 

really a nice person).  

*Wrong: Your a nice person.  *Right: You’re a nice person. 

 

 

C. 

 Double negatives. Avoid using two negative words in a sentence—not, no, never—unless one 

of the words is separated from the rest. 

*Wrong: I do not want no vegetables.        *Right: No, I do not want any vegetables. 



 

D. 

 Missing word. Check to see if you any words out. 

 

 

 

E. 

 Weak Word Choice. Avoid using thing, gives, gets, makes, gives, uses, shows, does.  

Also, avoid using too many linking verbs: is, am, was, were, be, been, being, become. 

*Wrong: One thing I like is pizza.   *Right: One food I like is pizza. 

 

F. 

 Verb tense. Keep the tense the same in the sentence, paragraph, and paper. 

*Wrong: I ate pizza and was drinking Pepsi.    *Right: I ate pizza and drank Pepsi. 

 

 

G. 

 Dangling participles. Place the beginning phrase close to its subject. 

*Wrong: Sniffing the ground, I watched my dog search for rabbits. 

*Right: Sniffing the ground, my dog searched for rabbits as I watched nearby. 

 

 

H. 

 Parallelism. Elements in a pair or series need to be phrased in a grammatically equivalent form. 

*Wrong: The toy is cheap, user-friendly, and can be shipped to your office overnight. 

*Right: The toy is cheap, user-friendly, and easily shipped to your office overnight. 

*Wrong: Smoking causes cancer, emphysema, and may complicate pregnancy. 

*Right: Smoking causes cancer and emphysema, and it may complicate pregnancy. 

 

I. 

 Subject-verb agreement.  Prepositional phrases can confuse this rule. 

*Wrong: The difficulties of the problem is too much for anyone.  

*Right: The difficulties of the problem are too much for anyone. 

 

 

 

J. 

 Subject versus object pronouns. Who/whom, he/him, she/her, and I/me can be confusing. 

Subject (who does the action) = who, he, she, and I. Object (action done to) = whom, him, her, 

and me.  

* She couldn’t choose between David and I/me.   (in a preposition choose the object.) 

* You spoke to who/whom yesterday?                   (in a preposition choose the object.) 

* Who/whom came by the house?                          (An easy trick for who/whom is to   

                                                                                 substitute he/him: “Him came by  

                                                                                 the house” sounds very wrong.) 

 

 

K 

 Coordinating Conjunctions. Coordinating conjunctions—FANBOYS (for, and, nor, but, or, 

yet, so)—do not begin a sentence. Replace these words with specific adverbs: 

And               Also,           So                Therefore,          But/Yet               However 

 

*Wrong: So, she should go to jail for her crimes.  

*Right: Therefore, she should go to jail for her crimes.  

 

  



Editing Corrections (Punctuation) 

 

1. 

  Comma. A comma goes before a coordinating conjunction—FANBOYS (for, and, nor, but, or, 

yet, so)—only if complete sentences are before and after the conjunction. 

*Wrong: I went to the store and I bought a pencil.  

*Right: I went to the store, and I bought a pencil. 

 

 

2. 

 Comma splice. (Add other punctuation.) Commas by themselves cannot combine two 

sentences. Combine with a comma and a conjunction, a semicolon, or a period.  

*Wrong: I ran down the street, however the dog chased me.  

*Right: I ran down the street, and the dog chased me.     

*Right: I ran down the street; however, the dog chased me. 

 

3. 

 Comma splice. (Subtract comma.) Commas can sometimes separate a sentence. For instance, 

when you end a sentence with a dependent clause DO NOT add a comma. 

*Wrong: I went to the store, because I wanted a candy bar. 

*Right: I went to the store because I wanted a candy bar. 

 

 

4. 

  Comma after sentence-beginning phrase or clause. Clauses begin with since, if, when, 

because, after, or once. Phrases are a group of words. Prep phrases (aboard, about, above, 

beneath, beside, between, beyond, by, down, during, except, for from, in, inside, into, like, near, 

of, off, up, upon, with, within, without + noun) should have five or more words. 

*Right: If you finish that, you can play.  Or: You can go outside if you finish that. 

*Right: At the beginning of class, the students worked on their assignments. 

 

5. 

 Colon (:) between two sentence clauses. Use a colon when a second, closely related sentence 

explains or gives details about the first one. 

*Wrong: I bought K-State tickets: then I went to see the campus. 

*Right: The supervisor's remark was straight to the point: he won't tolerate late workers. 

 

6. 

 Colon (:) to show a list of items. Do not separate a verb from its object.  

*Wrong: Willy Wonka likes: chocolate, good children, and invisible elevators.  

*Right: He likes the following: chocolate, good children, and invisible elevators. 

 

7. 

 Semicolon (;). Use the semicolon only between two sentences (both must have a subject and a 

predicate) if they are closely related. You use it similar to a comma and a conjunction.  

*Wrong: He fell asleep in class; two hours of sleep last night.  

*Right: He fell asleep in class; he had two hours of sleep last night. 

 

 

8. 

 Dash (2 hyphens). 

*(In place of a colon between two clauses) The software has only one drawback—its price. 

*(In place of a comma for parenthetical info) The tiles come in every shape—squares, 

rectangles, hexagons, circles—and they can be cut to virtually any size. 

* (For interruptive phrases) Her brother—he’s an intern at MTV—wants to move.  

 

9. 

 Hyphen. Use a hyphen to combine words as adjectives.   

*Right: She produced an ear-shattering scream. This is a once-in-a-lifetime event. 

 

 

 

 

10. 

 Quotation marks. 

Always place periods inside quotations.  

*Right: She said, “He is a nice man.” 

Usually place commas, question marks, and exclamation marks inside quotation marks. 

*Right: “He was nice,” John said, “But wasn’t he a thief?” 

Place a question mark after the quotations if the quoted words aren’t asking the question.  

*Right: Did the coach say, “We will win tonight”? 



 

 

11. 

 Apostrophe to show possession. 

* Add ‘s for singular nouns even if it ends in –s.    *Right: Carol’s, boss’s, waitress’s 

* Add ‘s for plural nouns that do not end in –s.      *Right: men’s, women’s, children’s 

* Add ‘ for plural nouns that do end in –s.            *Right: apples’, oranges’, teachers’ 

 

 

12. 

 Titles. Underline book, magazine, newspaper, play, or art work titles when you are writing 

them. Italicize them when you are typing them.  

 Use quotation marks for a short story, newspaper article, poem, or song title. 

*Right: National Geographic once included pictures of the British liner Titanic. 

*Right: Poe’s “The Fall of the House of Usher” is frightening. 

 

13. 

 Sentence fragment. Make sure your sentence contains both a subject (person/object performing 

an action) and a predicate (action).  

*Wrong: Walked along the street.   *Right: He walked along the street. 

 

 

14. 

 Run-on sentence. Make sure your sentence contains only one set of subject and predicate 

together. Separate them with a comma and a conjunction, a semicolon, or a period.  

*Wrong: I ran down the street the dog chased me.  

*Right: I ran down the street, and the dog chased me.(OR) I ran down the street; the dog chased 

me. 

 


