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Levels of Edits
Big picture: Document Audience, Style, Tone, Argument

Containers: Paragraph Organization, Flow, Transitions, 
Redundancy, Logic

Nuts and Bolts: Clarity, Redundancy, Logic, Wordiness, Verbs



Big Picture: Audience, Style, Tone
A

u
d

ie
n

ce • Too often 
neglected

• Who are they? 
What style/tone?

• Values, 
Expectations, 
Needs

St
yl

e • Characteristics of 
the writing

• Expression of 
attitude

• Complexity of 
sentence & diction

• Ensure consistency

• No changes in 
voice, perspective, 
tense

To
n

e • Author’s attitude 
towards subject

• Found in details: 
events, situations, 
vocabulary choice

• Ensure consistency



Big Picture: Style Example
Scientific audiences    Lay audiences

Whales, the majestic giants of the ocean, possess 
a complex form of communication that 
astonishes researchers. Their haunting songs, 
which can travel for miles underwater, unite 
individuals across vast distances, echoing through 
the ocean depths. Beyond their captivating 
melodies, understanding whale communication 
holds the key to unraveling the mysteries of these 
enigmatic creatures and safeguarding their fragile 
ecosystems.

Whales, as charismatic megafauna of the 
marine realm, exhibit a sophisticated 
communication system that has long intrigued 
scientists. Their intricate vocalizations, often in 
the form of haunting songs, propagate 
efficiently across oceanic expanses, serving as a 
means of long-range communication and social 
cohesion within their populations. The study of 
whale communication not only sheds light on 
their complex social structures and behaviors 
but also plays a crucial role in informing 
conservation efforts aimed at protecting these 
iconic marine species and their habitats.



Big Picture: Argument

Promise the ending:

“There were four underlying 
symptoms behind our diagnosis.”

Go in order

“The first of these underlying 
symptoms was….”

Clearly mark the pieces:

“Fourthly, initial lab results were 
inconclusive. These inconclusive 

results….”

Stick to the landing:

“These four causes led us to 
conclude that….”



Containers: 
Paragraphs

• Each paragraph is a container of information.

• Your topic sentence is the label.

• The transition is how you organize them.

Paragraph 2

topic sentence 

Their haunting songs, which can travel for miles 
underwater, unite individuals across vast 
distances, echoing through the ocean depths. 

Beyond their captivating melodies, 
understanding whale communication holds the 
key to unraveling the mysteries of these 
enigmatic creatures and safeguarding their 
fragile ecosystems.

Whales, the majestic giants of the ocean, possess 
a complex form of communication that 
astonishes researchers. 

topic sentence 

Paragraph 1



Containers: Coherence & 
Cohesion
• Coherence (i.e., global flow)

◦ Ideas are sequenced logically at the higher levels (e.g., 
paragraphs, sections).

◦ Readers move easily from one major idea to the next without 
confusing jumps.

◦ Readers can follow organization and understand how ideas are 
connected.

• Cohesion (i.e., local flow)
◦ Ideas are connected clearly at the sentence level with clear 

connections between sentences. 

The dog barked loudly in the park. My 
favorite color is blue. Time flies when 
you're having fun.

The dog barked loudly in the park, startling 
the nearby joggers and drawing attention to 
its playful antics. Meanwhile, I contemplated 
my favorite color, blue, envisioning serene 
skies and tranquil waters that evoke a sense 
of calm within me. Reflecting on the passage 
of time, I realized how it seems to speed up 
when immersed in enjoyable activities, a 
phenomenon often remarked upon but 
seldom fully understood.

Without Coherence

With Coherence



Containers: Coherence & 
Cohesion
• Coherence (i.e., global flow)

◦ Ideas are sequenced logically at the higher levels (e.g., 
paragraphs, sections).

◦ Readers move easily from one major idea to the next without 
confusing jumps.

◦ Readers can follow organization and understand how ideas are 
connected.

• Cohesion (i.e., local flow)
◦ Ideas are connected clearly at the sentence level with clear 

connections between sentences. 

The sun shines brightly in the sky. Birds 
chirp cheerfully amidst the trees. The clock 
strikes midnight, signaling the end of the 
day.

As the sun shines brightly in the sky, birds 
chirp cheerfully amidst the trees, creating a 
harmonious melody. However, as the clock 
strikes midnight, signaling the end of the 
day, the nocturnal creatures begin to stir, 
their activities shrouded in darkness.

Without Cohesion

With Cohesion



Containers: 
Tips to Enhance Flow

•  Known-to-new sequencing

◦ Readers process familiar (“known”) 
information more quickly. 

◦ More familiar information at the 
beginning of sentence allows readers 
to concentrate attention on new 
information in later parts. 

• Transitional expressions

◦ Indicates the logical relationship 
between ideas. 

◦ E.g., similarity, contrast, addition, cause 
and effect, or exemplification.

Writing is known to shape cultures and preserve knowledge for 
future generations, something it has been doing for over 5,000 years.

Known

New



Containers: 
Tips to Enhance Flow

• Parallel structure

o Using same grammatical structure for 
things that come it sets.

Not Parallel

walking, talked, and chewing gum

Parallel

walking, talking, and chewing gum

• Getting to the verb
o Changing the verb to a noun 

(disguise actions as things).
o Decide = decision 
o Notify = notifying

o Leads to excessively long subjects, 
pushing the action very far away 
from the beginning of the sentence.

o Too many words before the verb. 
o Results in an unclear connection 

between the subject and verb.

The office became the focus of a scandal, derailing the peace talks. – Unclear! 

It could mean: 
The office became the focus of a scandal that derailed the peace talks. OR
The office became the focus of a scandal, which derailed the peace talks.

Example:



Nuts and Bolts: Cohesion
Transitions also play an important role in sentences. Consider:

A patient presented to the department complaining of chest pain. Diagnosed in 1992, he was 
treated with fludarabine. His laboratory work-up showed disease progression. His CLL 
reoccurred and he was treated with ABCDamine due to an XYZamine intolerance. He developed 
B symptoms; lab work-up showed leukocytosis. The patient received 2 doses of OBINamine and 
his white count dropped; peripheral smear showed morphology indicative of prolymphocytes. 
His PLL progressed rapidly, causing difficulty swallowing and breathing. Unfortunately, the 
patient died. He was started on combination chemotherapy.



Nuts and Bolts: 
Clarity & Wordiness
• Check for wordiness

o Filler words - words that don’t add to the meaning of the sentence.

At this point in time, I believe that it is absolutely essential for us to commence 
the process of scheduling a meeting to discuss the matter in greater detail.

THIS or THAT



Nuts and Bolts: 
Clarity & Wordiness
• Check for wordiness

o Filler words - words that don’t add to the meaning of the sentence.

At this point in time, I believe that it is absolutely essential for us to commence 
the process of scheduling a meeting to discuss the matter in greater detail.

We need to schedule a meeting to discuss the matter.

THIS or THAT



Nuts and Bolts: 
Clarity & Wordiness
• Remove wordy constructions

o Qualifiers

o Removing some will allow for a stronger, more 

direct point. 

o Some are necessary but should be used 

carefully and thoughtfully.

o e.g., very, often, hopefully, practically, really, 

basically.

"The experiment yielded promising results, suggesting a 
potential breakthrough in cancer treatment."

What qualifiers could be removed? 



Nuts and Bolts: 
Clarity & Wordiness
• Remove wordy constructions

o Qualifiers

o Removing some will allow for a stronger, more 

direct point. 

o Some are necessary but should be used 

carefully and thoughtfully.

o e.g., very, often, hopefully, practically, really, 

basically.

"The experiment yielded promising results, suggesting a 
potential breakthrough in cancer treatment."

"The experimental results suggest a potential 
breakthrough in cancer treatment."

What qualifiers could be removed? 



Nuts and Bolts: 
Clarity & Wordiness
• Remove wordy constructions

o Overused prepositional phrases

o Little words like as in, over, of, for, at, etc.

o Stock phrases you can replace with 1 or 2 words

o Phrases like “the reason for”, “For this reason”, 

and “Due to the fact that” can be changed to 

“because”, “since”, or “why”. 

535



Nuts and Bolts:   
Verb trouble
• Passive voice

o When the actor is hidden somewhere behind the 
action rather than the usual subject part of the 
sentence. 

Passive example: The car was wrecked.

Active example: I wrecked the car. 

Tip: locate passive voice by finding “to be” verbs (am, 
is, are, was, were, be, been, being). 

• Not all will indicate passive construction

• If the “to be” verb is sitting next to another verb 
(especially one that ends in “ed” (or “was lost”, 
“was wrecked”) it may be passive.



Nuts and Bolts:   
Verb trouble
• “Weak” verbs

o Looking for verbs that lack meaning or directness. 

o Ex: “have a positive effect” can be changed to 
“improve”. 



Nuts and Bolts: 
Pronouns 

He, she, they

But also

Who, what, that, this, which

Must have clear antecedent

“When applying for grants, or in the event 
another line of funding becomes available, that 

is important.”

“The patient who,”

Never,

“The patient that.”

Careful beginning a sentence with “this.”

Find a summary noun:

“This choice,” “This idea,” “This allele”

Pronouns



Conclusion: Three Levels
Big Picture: 
Document Audience, Style, Tone, Argument

Containers:

Nuts & Bolts:

Paragraph Organization, Flow
Transitions, Redundancy, Logic

Redundancy, Logic, 
 Verbs, Clarity

Wordiness 



Editing Activity! 
•25 minutes 

•Use your Quick Reference Sheet

•Partner up if you prefer

•Reconvene at 9:30 for Editing Review

Don’t hesitate if you have questions!

Don’t forget to fill out our quick survey with the 
QR code on the Quick Reference Sheet! 
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