Style and Editing Worksheet


Higher Order Concerns (HOCs) & Later Order Concerns (LOCs) for Business Writing

When you are revising your resume and business messages, there are priorities of concerns in choosing what to look for and work on. Begin with the Higher Order Concerns, the HOCs, which are aspects of the writing most responsible for the quality of the document. Save the Later Order Concerns, the LOCs, for the last draft, when you are ready to look closely at specific points of grammar and mechanics.

Some Higher Order Concerns (HOCs)

Focus and Purpose:


• 
What is your document intended to do or accomplish?


• 
Will the purpose be clear to the reader?


• 
Can you offer a one-sentence summary of the document’s purpose?


• 
Is your main point stated early in the document?

Audience:


• 
Do you have a specific and appropriate audience in mind? Can you describe them?


• 
What is their position? What is your relationship with them?


• 
How much do they already know about this topic?


• 
Can you determine what their feelings toward your document will be?


• 
Have you used language that they will be able to understand?


• 
Is your tone appropriate for your audience?

Organization:


• 
Does your document proceed in a logical and organized way?


• 
Is each paragraph organized around one main idea?


• 
Can you identify the most important information in the message quickly?


• 
Is like information kept together?


• 
For resumes, have you placed your most important or relevant qualifications where they stand out, or have you highlighted them in some way?


• 
Ask others to read your document and tell you what they think are your most important ideas.

Development:


• 
Is the order of presentation of the points effective?


• 
Did you include enough details and examples to support your main point?


• 
Is it clear by the end of the message what you want the reader to do or know?


• 
Do you provide enough context for the message or is more background info required?


• 
Do any paragraphs seem shorter and in need of more material than others?


• 
Is all the information included necessary?


• 
Ask someone to read the document and comment if something is unclear and needs more description, explanation, or support.

Some Later Order Concerns (LOCs)

Formatting:


• 
Are all of the parts of the message included and in the correct position?


• 
What will be the reader’s first impression when looking at the document (before reading)?


• 
Does the document look attractive on the page?


• 
Does your document conform to standard business writing convention? Have you placed information in your message where your reader will expect to see it?


• 
Have you addressed and signed your document appropriately?

Sentence structure, punctuation, word choice, spelling:


• 
Are there problems that frequently occur in your writing? Keep a list of problems that recur.


• 
Read the document aloud to see/hear if there are any missing or wrong words or other errors that you can spot.

•
For possible spelling errors, proofread backwards, from the end of a line to the beginning.
Proofreading Tips

Proofread backwards. Begin at the end and work back through the paper paragraph by paragraph or even line by line. This will force you to look at the surface elements rather than the meaning of the paper. 

Place a ruler under each line as you read it. This will give your eyes a manageable amount of text to read.

Know your own typical mistakes. Before you proofread, look over papers you have written in the past. Make a list of the errors you make repeatedly.

Proofread for one type of error at a time. If commas are your most frequent problem, go through the paper checking just that one problem. Then proofread again for the next most frequent problem. 

Try to make a break between writing and proofreading. Set the paper aside for the night -- or even for twenty minutes.

Proofread at the time of day when you are most alert to spotting errors.

Proofread once aloud. This will slow you down, and you will hear the difference between what you meant to write and what you actually wrote.

Try to give yourself a break between the time you complete your final version of the paper and the time you sit down to edit. Approaching your writing with a clear head and having at least an hour to work on editing will ensure that you can do a thorough, thoughtful job. The results will definitely be worthwhile. 

Ask someone else to read over your paper and help you find sentences that aren't clear, places where you're being wordy, and any errors. 

Try reading backwards, a sentence at a time. This will help you focus on the sentences rather than getting caught up in the content of your paper. 

Directions: If it appears that you have a number of errors of a certain type, you will want to pay particular attention to them when you edit your work.

	HOC – content and organization
	Example of problem in text
	#of occurrences

	Clear focus – audience unclear what it is about
	
	

	Clear purpose  - the audience isn’t certain what you want them to learn/know/decide
	
	

	Audience – information and language is inappropriate
	
	

	Organization – proceeds in a manner that doesn’t make it clear how sections are connected
	
	

	Argument - value of evidence not explained
	
	

	Argument – inadequate supporting evidence
	
	

	LOC – formatting, style and grammar
	
	

	Verbose
	
	

	Comma splice (see Sentence Combining)
	
	

	Passive voice
	
	

	Run-on sentences: Two or more sentences in 1 not combined with a conjunction, conjunctive adverb or semi-colon.
	
	

	Parallelism
	
	

	Format – doesn’t display genre conventions or readability
	
	


SENTENCE COMBINING
COORDINATION creates a COMPOUND SENTENCE: 2 or more INDEPENDENT CLAUSES (SIMPLE SENTENCE Subj. Verb)


Sent; Sent


Sent; Conjunctive Adv, Sent

Sent, Coordinating Conjunction Sent







; however,



for






; consequently,


and






; nevertheless,



nor






; therefore,



but






; furthermore,



or











yet











so


SUBORDINATION creates a COMPLEX SENTENCE: 1 INDEPENDENT CLAUSE and ONE or more DEPENDENT CLAUSES (DEPENDENT CLAUSES don’t have a Subj. and Verb)


Dependent  Clause, Independent Clause

sIndependent Clause Dependent Clause










(no internal punctuation)

Dependent Clauses are introduced by Subordinating Conjunctions:

after

because

than

when

although
before


though

whenever

as

if


that

where

as if

in order that

unless

wherever

as though
since


until

who

as long as
so that




which

as soon as
once




while

SENTENCE ERRORS:


RUN-ONS: 2 OR MORE SENTENCES INCORRECTLY JOINED


remedy: coordination or subordination


FRAGMENT: INCOMPLETE SENTENCE (lacks a Subj. or Verb)


remedy: add to an existing sentence

