
 
 

 
  

Revision Tips & Strategies 
Revision is a fundamental and ongoing part of the writing process. It involves thoughtfully re-
examining something you’ve already written to refine, clarify, and strengthen your ideas. This may 
require significant rethinking and restructuring, but don’t be discouraged! This handout provides 
practical strategies, helpful tips, and a general checklist to guide you through the revision process.   

 

1. Give yourself time.  
One of the most important parts of revision is simply allowing enough time for it. Revision 
may even take longer than writing the initial draft, especially for complex assignments or 
projects. Building in time to rethink, reorganize, and refine your work will lead to a stronger 
final product.   

2. Set the work aside.  
If your deadline allows, give yourself time away from your draft before you begin 
revising. Even a few hours can help you return with fresh eyes. Stepping back makes 
it easier to spot errors and structural issues, focus on the overall flow instead of getting 
stuck on sentence-level tweaks, and allows you to make more thoughtful decisions 
about what to change.  

3. Create a reverse outline.  
A reverse outline involves outlining an existing draft. Identify the main idea and topic 
sentence of each paragraph. Reviewing this outline can give you a stronger sense of 
each paragraph’s structure and logic to help you identify any gaps in your paper’s 
organization. Check out the Writing Center’s reverse outline guide online. 

4. Focus on the big picture.  
Revision goes beyond checking for spelling errors and typos—those tasks are part of the 
proofreading stage. You can learn more about proofreading in the Writing Center’s 
proofreading guide. Revision involves evaluating the overall content and organization of 
your paper before worrying about style or mechanics. This includes double-checking that 
you’ve addressed any rubrics or assignment guidelines that your instructor may have 
given you. Do you have a clear thesis? Do you have complete and well-developed body 
paragraphs that support your claims? Does your conclusion align with and reinforce the 
rest of the paper?  

5. Read out loud.  
Reading your paper out loud engages multiple senses, which encourages you to slow 
down and experience your writing from a reader’s perspective. This helps you catch 
errors your eyes might otherwise skip over and evaluate the overall flow, tone, and 
clarity of the work. If you don’t want to read it out loud yourself, you can use a text-to-
speech tool to have your paper read to you. Most operating systems and popular apps 
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already have text-to-speech capabilities. For example, if you use Microsoft Word, you 
can use the Immersive Reader feature, and for Google Docs you can download the 
Read Aloud Chrome extension.   

6.  Ask for feedback.  
Sometimes, what makes sense to us as writers doesn’t fully translate onto the page. 
Getting feedback from another reader can help you identify unclear sections, structural 
issues, or areas that need further development. The Writing Center’s consultants are 
available to help in person, through video appointments, or via written feedback.   

  



 

Revision Checklist  
 

Consider the following criteria as you revise your work. Not every item will apply to every assignment, 
so focus on what’s most helpful for your specific task. Working through the list from top to bottom 
can also help you prioritize your time. And remember: if you get stuck at any point, the Writing Center 
is here to help!  

 

1. Does your paper meet the assignment?  
□ You’ve addressed all parts of the prompt and any supporting materials (examples, feedback 

you’ve received, rubrics)  
□ Your draft follows genre expectations (e.g., research paper, lab report, literature review, 

personal statement)  
□ The tone, content, word choice, and level of detail fit your intended audience    

2. Is your content strong and well-supported?  
□ Your ideas are clear, focused, and fully developed  
□ Sources (if used) are credible, relevant, and appropriately current for your field 
□ Sources (if used) are introduced, integrated, and cited correctly  
□ Your paper provides necessary context, defines important terms, and engages with the 

topic in a thoughtful, balanced way  
□ There are no gaps in reasoning—you’ve provided ample evidence, explanation, and/or 

analysis  

3. Is your paper organized?  
□ Your ideas progress in a clear order that’s easy for a reader to follow  
□ The introduction draws readers in, establishes context, and leads smoothly to your main 

idea or thesis  
□ Thesis is specific and accurately previews the structure of your paper  
□ Body paragraphs develop main ideas, connect to the thesis, and include evidence and 

analysis  
□ Headings, topic sentences, and transitional phrases are used effectively to guide readers  
□ The conclusion reinforces main points and explains the significance of your work  

4. Is the formatting correct?  
□ Your document follows the required format (margins, spacing, font, page numbers, headers, 

etc.)  
□ Citation style (APA, MLA, Chicago, etc.) is used correctly and consistently throughout  

5. Have you polished your writing?  
□ You’ve revised carefully and checked for spelling, punctuation, and grammar issues  
□ There are no errors that affect meaning or clarity  
□ Your sentences are clear and engaging  
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