Revision Goal 1: Understand what you did you well so that you can consistently do well.
1. You established and maintained a clear controlling idea or bottom line.
2. You demonstrated an understanding of the purpose of the assignment.
3. You adapted your message to the audience.
Revision Goal 2: Understand what you could have done better.
1. Your controlling idea or bottom line could have been insightful as well as clear.
2. Your understanding of the purpose could have been more thorough.
3. You could have more clearly adapted your message to the audience.

Consider this paragraph:

"We at XYZ Company know how difficult it is to quit smoking, despite the health benefits of doing so. As we evaluate the smoking policy and health care coverage in regard to smoking cessation programs, we will consider the rights and responsibilities of all employees."

Now examine the revision:

"The management team at XYZ Company acknowledges how difficult it is to quit smoking, despite the health benefits of doing so. As we evaluate the smoking policy and health care coverage in regard to smoking cessation programs, we will consider the rights and responsibilities of all employees -- those who smoke, those who are trying to quit, and those who do not smoke."

The first paragraph is good, but the second one is stronger in two ways:

1. It identifies the management team up front and changes the verb "know" to "acknowledges" for the sake of consistency. This helps the audience, the employees, understand that the document comes from the highest levels.
2. It adds a parallel phrase at the end ("those who smoke...") that emphasizes the idea that the employees are a team, not just individuals. This parallelism also helps reinforce the purpose of the document: the idea that the changes to the company's health plan will be made with care toward their concerns.

As the above example shows, it is always possible to improve your work.
Revision Goal 1: Follow these steps to improve your use of mechanics and conventions.
Use the MY Editor feedback to improve your understanding of mechanics and conventions.

1. Pay attention to the specific feedback that MY Editor gives you as you compose and edit your document. Begin by revising any spelling or punctuation errors you have committed. Then run MY Editor again to reexamine any remaining grammar errors that remain.
2. Write down the terms used in the feedback.
3. Study the terms that came up most often.
4. When you master your understanding of a particular term, move on to a new one.

Network to improve your understanding of mechanics and conventions.

1. Start or join a small, serious study group on the topic of mechanics and conventions.
2. Ask your instructor to recommend other resources to help you master mechanics and conventions.

When you rewrite your document, pay attention to your sentences to avoid errors in mechanics and conventions.

1. Place a period at the end of each of your complete thoughts/sentences.
2. Place the subjects of your sentences as close as you can to the beginning of your sentences.

When you rewrite your document, focus on correcting the errors that came up the most often in the original document.
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