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Introduction

Hi, there! We’re so glad you’re here!

Here at Proofread Anywhere, our specialty is helping people with eagle eyes just like

you earn extra income from anywhere in the world… even if you’re starting from

scratch.

You may be wondering why the heck you should trust us to be your tour guide on this

proofreading journey. Well, it’s pure experience.

Our team consists of proofreaders and PA graduates with years of experience in and

out of the industry.

We want to share our passion for proofreading — anywhere, anytime — with you so you

can earn an income doing something you love too. When you do what you love, it

hardly feels like work!
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First things first

Living the life you want is possible for anyone willing to do what it takes to get there.

It would be hard to find anyone who said the hard work wasn't worth it! It can be hard

to start new projects and put in hard work, especially when you don’t know where to

start.

It’s completely normal to feel this way.

Take heart. With the mind-blowing power of the internet, it doesn’t matter where you

live, what your spouse or partner does for a living, how many kids you have, what year

you graduated from college, or even if you never went to college at all.

What does matter? What's between your ears and how you use it. The human brain is

more capable than many of us believe, and making the conscious decision to own

and harness its power — harness your power — will transform your life.

When discussing success, it’s important to recognize that it won’t happen overnight

and we can’t expect to fly by the seat of our pants, no matter how talented we are.

As freelance proofreaders, we understand — better than most people — that success

cannot be done without your determination and can’t happen if you are unable to put

in the work, every day, to keep improving yourself and your business.

6



The Beginners Guide to Proofreading for a Profit

The only pathway to being successful at proofreading comes in three steps:

● Improve your skills

● Determine the most effective ways to get clients

● KEEP those clients coming back for more.

This blueprint is designed to introduce you to the world of proofreading we first

ventured into all those years ago. Because of our experience (including many

mistakes along the way), you don’t have to wade your way through uncertain waters

infested with proofreading piranhas. You can get the tools to succeed today.

Expect to be inspired and challenged as you work your way through this guide!

Let’s get started.
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Skills Needed to Become a Great Proofreader

What sets apart the okay proofreaders from the rockstar ones, and who are the

rockstar proofreaders? The rockstars are the ones that get return clients, glowing

testimonials, and word-of-mouth referrals with their:

Grammar Skills

It’s kind of a given, we know, but sometimes it’s so simple and easy to overlook.

You need to have a solid grasp of grammar and spelling before you start advertising

yourself as a proofreader. It doesn’t mean you have to know every single grammar rule

out there or the spelling of every obscure word, but you do need to have a pair of eagle

eyes that have a knack for spotting errors.

You also have to know how to fix those errors.

Reliability

Your reputation is what keeps you alive in the freelance world.

If you consistently miss deadlines, misquote rates, and return sloppy work, you’ll

quickly become the proofreader nobody wants to hire. On the other hand, if you keep

your word, do excellent work, and stick to deadlines, you’ll be head and shoulders

above the meh-level proofreaders out there.
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Passion for Learning

You know when we mentioned you don’t have to know every grammar rule to be a

great proofreader? That’s because rockstar proofreaders know how to do their own

research and are always willing to learn.

That’s what grammar handbooks, dictionaries, fellow proofreaders, and even Google

(Yep, we use Google all. the. time. to look up answers to grammar questions we don’t

know!) are for.

That’s why, inside our General Proofreading: Theory and Practice™ course, we teach

you what resources to use, and you get lifetime access to an incredible private

Facebook group just for PA students!

When you have questions and just can’t figure them out, you have a group of

like-minded grammar geniuses right there to help you.

Learn more about General Proofreading: Theory & Practice™!
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What Does a Successful Proofreader Do?

Many people think proofreading is just simple reading and finding typos.

Capitalization errors, subject/verb agreement mishaps the editor may have missed,

spelling inconsistencies, incorrect use of words (even though they may be spelled

correctly), and even formatting inconsistencies between page 1 and page 101 can

cause written work to look sloppy or unprofessional, and that’s why people need

proofreaders.

And that’s just the tip of the iceberg. We can tell you that after more than a decade of

proofreading professionally, we still haven’t “seen it all.”

Proofreaders have an endless supply of content to proofread because anything with

text can have issues that can’t be caught by Microsoft Word or even AI! Books, blog

posts, instruction manuals, marketing materials, magazines (even PDF guides like

this one), podcast transcripts, and online course content need a second pair of eyes

to check for errors. The list never ends — because the use of text never ends.

Thanks to the worldwide BOOM of self-publishing too, millions of new books are

written and published each year. Then there’s the staggering number of active blogs

out there.

The best part about being a general proofreader is that there are so many niches to

find work in — construction, legal, health, self-publishing, beauty, news, and

nonfiction — We could go on and on.
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Let’s get into some specifics on what proofreaders do.

There are four steps proofreaders take when they sit down with a document from a

client...

1. They read the document.

A lot of us read so much that we’ve trained ourselves to speed through things so fast

that something terrible happens: We gloss right over errors. No matter how good we

are, part of learning to proofread is to train ourselves to slow down when we read.

Skipping even the tiniest word may mean you miss an error that would make your

client look dumb.

So reading thoroughly is the first step.

2. They find the errors.

Believe it or not, finding all of the errors is the hardest part. A lot of people think

finding clients is the hardest part of starting a proofreading business, but focusing

on the content you’re reading and looking for errors at the same time is far from easy.

11



The Beginners Guide to Proofreading for a Profit

3. They mark the errors in a way their client understands.

We’ll show you two of the most powerful tools to use to do this later in this guide.

4. Finally, an excellent proofreader returns the completed work on time.

That’s it! To recap, proofreaders take the following four steps for each job:

Step 1: Read the document thoroughly.

Step 2: Find the errors.

Step 3: Mark the errors. (Note: Steps 1–3 happen simultaneously!)

Step 4: Return the completed work on time.

The concept of proofreading is simple, but the work itself can be a bear because it’s

always different. That’s largely what makes it so challenging and enjoyable!

Next up, we’re comparing proofreading with its cousin… editing! You’ll learn why it’s

critical for you and your clients to know the difference.
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Proofreading vs. Editing

It’s safer to think of proofreading and editing as cousins — related, but still very

different.

Yet many writers (especially new ones) don’t understand the difference between

proofreading and editing. They end up expecting proofreaders to edit, not proofread.

While a proofreader can also edit, editing is not the same as proofreading.

An editor goes in when the writing is still in progress. A proofreader takes over as the

final pair of eyes looking at a project.

By the time you get a project, the editing should already be done. You then go through

and double-check to make sure no embarrassing grammatical, formatting, or

spelling errors remain in the document.
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So what’s the difference between editing and proofreading?

Proofreading is…

● Reviewing a final draft.

● Fixing capitalization, punctuation,

and spelling errors

● Watching for consistency

● Looking for formatting errors

Proofreading isn’t…

● Moving paragraphs around

● Rewriting sentences (or the entire

document!)

● Commenting on plot, characters,

setting, etc. (if working on a book)

Editing is…

● Reviewing an initial or later draft (not

final) and providing feedback on

sentence structure (passive voice, etc.)

● Fixing capitalization, punctuation, and

spelling errors

● Making sure the project is consistent

with the client’s preferred style guide

● Fact-checking

● Checking that the table of contents

matches page numbers

Editing isn’t…

● Reviewing a final draft

● The final set of eyes on a project

(that’s the proofreader’s job!)
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Why does it matter whether it’s called editing or proofreading?

It may seem silly to make a big deal over the difference between the two, but it’s

actually critical that you know the difference and that your clients do too, because it

can affect how much you earn!

Editors can charge way more than a proofreader because it takes far more time to

rewrite, reword, and rearrange a working document than it does to look for remaining

errors in a final draft.

Proofreaders still play a very specific, very important role! An editor can't rip apart a

document and proofread it at the same time. That's why writers produce their best

work with the help of both an editor and a proofreader.

You might be thinking, “So what if I suggest a new title and headings for the article

I’m proofreading? I want to impress my client and make sure I’m hired for future

projects.”

We can totally understand wanting to go above and beyond, but let’s slow down for a

minute. Say you’ve been hired as a proofreader for an article. Presumably, you’ve

negotiated a flat rate for the project. If you move into the realm of editing, a few

things could happen:
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First, your client may very well be impressed — but not for the reason you’d think.

They’d likely be most impressed that you did the work of an editor AND a proofreader...

for the rate of a proofreader.

Unfortunately, this means the client will likely expect the same from you if they hire

you again. If you try to raise your rates later, you may run into very uncomfortable

resistance from the client since you already set the expectation that you’d do the

work of two people for the price of one. Not good.

Second, your client may be frustrated that you did too much work — especially if you

marked things the client wasn’t looking to change at this point in the project.

Maybe you ended up missing an obvious spelling or formatting error because you

were trying to edit and proofread. Now you have a frustrated client who is unsure of

your abilities as a proofreader — also not good.

Moral of the story? Stay in your (proofreading) lane to keep expectations sane!

Knowing the concrete difference between editing and proofreading will save you a lot

of time and stress when you work, but it’ll also ensure you get paid properly for the

work you do.
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Test Your Proofreading Prowess

Now that we’re clear on what a proofreader does (and doesn’t do!), let’s see if you’ve

got the grammar smarts to have what it takes to be a proofreader! Take this quiz to

find out.

Circle the option you think is correct, then check your answers at the end of this

guide.

Question 1:

I am going to a movie with _____ tonight.

A. Mom

B. mom

Question 2:

That is my ______ new sailboat.

A. parent’s

B. parents’

Question 3:

I work a _______ job.

A. full-time

B. full time

C. fulltime
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Question 4:

Her baby was born on _____ at 7:00 a.m.

A. October 12 2014

B. October 12, 2014

C. October 12, 2014,

Question 5:

The Boydstons or Jack _____ bringing the chips and dip.

A. is

B. are

Question 6:

I don’t need to take ____ allergy medication ______.

A. anymore / any more

B. anymore / anymore

C. any more / any more

D. any more / anymore

18



The Beginners Guide to Proofreading for a Profit

Question 7:

______ going to be a tough decision if ______ ownership changes.

A. It’s / its

B. Its / its

C. It’s / it’s

D. Its / it’s

Question 8:

She ____ all the cabinets.

A. labelled

B. labeled

Question 9:

We all decided to go to ____ house instead.

A. you’re

B. your

Question 10:

Choose the US spelling.

My doctor ____ my appointment.

A. canceled

B. cancelled
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How Did You Do?

Did you get all of them or most of them correct? Way to go! Sounds like proofreading

is a great fit for you!

If you got most of them wrong or didn’t do as well as you’d like, don’t despair.

Remember what we said at the beginning of this guide?

A good proofreader has a knack for grammar but they don’t have to know all the

grammar rules. You can LEARN!

(For the record, the average score is 60-70%)
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The Two Most Powerful Proofreading Tools Available

The software you use to do your work is a critical component to your success as a

proofreader.

Why? Because if you use clunky or outdated technology to do your work — or you don’t

know how to properly use updated technology — it can slow you down and severely

affect your earning potential.

The more streamlined your system and technology are, the faster you can work and

the more money you can earn.

There are several powerful tools available that allow you to proofread any document

you receive and we cover all of them — in detail — inside General Proofreading:

Theory & Practice™.

However, there are two particularly powerful tools that we want to share with you right

now!
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Microsoft Word

It’s probably the most commonly used tool by general proofreaders. You can sign up

for an online version of Word, or you can purchase it and download it directly onto

your laptop.

Word has an entire section of tools for proofreaders to use under the Review menu,

where you can track changes and make comments on the text.

As you start to get clients, you’ll find many will request that you use Word specifically.

The only drawback to Word that we’ve found is that it can be a bit confusing to use it

efficiently. As a result, there’s an in-depth section inside General Proofreading to help

you master it.
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iAnnotate

We’ve been using and recommending iAnnotate since 2013.

If you’ve never heard of it, iAnnotate allows you to read, annotate, and share PDFs on

your iPad. It does have a bit of a learning curve, but once you’ve mastered it, it’s like

riding a bike. We even include extensive tutorials within the GP course so you don’t

have to waste time figuring it out alone (like we did...ha)!

You can use stamps along with the handy highlighter and pen tools to make

annotations directly onto the PDF you’re reading. After you’re done proofreading, you

can email an annotated copy directly to the client so they can see any changes and

make the final decision.

This handy tool allows you to annotate pages and pages and pages of documents

without killing any trees, and you can take it with you wherever you have your iPad.

Even better, if you download a full document on Wi-Fi, you can still work on it if you

lose your connection — so you really can proofread anywhere.

Excited to learn how to use these tools better -- or learn about the other dynamite

tools that proofreaders use? Enroll in General Proofreading here.
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5 Tips to Build Your Business and Market Yourself to Clients

It’s exciting getting skills under your belt, coming up with a name for your business,

and officially calling yourself a proofreader. But don’t forget the most important part:

clients! Without clients, you don’t have much of a business.

So how do you go get those clients?

First, notice how we phrased the question...

We included the word GO for a reason. That part is critical.

Most proofreaders never get off the ground because they wait for clients to come to

them. Your clients are busy people. The last thing they have time for is to hunt down a

proofreader.

Make it easy for them to find you.
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Tip #1: Create an online presence!

Start off by building your own professional website. Don’t worry. Even if you aren’t

technically inclined, it’s not too hard to put together your own website. There are

super affordable ways to create a simple AND effective website.

Tip #2: Harness the power of LinkedIn to connect with potential clients.

Make sure you have a recent picture, example work, and updated contact information.

You wouldn’t believe the number of LinkedIn profiles we’ve seen where proofreaders

don’t give you a clear way to contact them other than through LinkedIn!

General Proofreading includes extensive content on maximizing your marketing mojo

using social media, including tips for using LinkedIn, Facebook, and Instagram.

Tip #3: Start a blog and use it to promote your business.

Do you love to write as well as proofread? Writing about the problems your ideal

clients face and how to solve these problems will grab potential clients’ attention.

Creating a blog, too, is an excellent way to network with other bloggers who could

even become clients. Double win!
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Tip #4: Create a logo to make your business look official.

It matters, and it doesn’t have to break the bank. You can easily create one in

PicMonkey or Canva (free!). Use your newly created logo in your email signature and

web content to give yourself a professional and polished look.

Tip #5: Get some business cards and include the logo and your website

you just created.

Just because your work is mainly online does not mean business cards aren’t

relevant. Hand them out whenever there’s an opportunity. Everyone in your circle

should know you’re a proofreader.

These are simple but tried, true, and — most importantly — effective starts to getting

your name out there in the world of words. Of course, there are many more ways to

market, and General Proofreading covers them all.

Learn more about General Proofreading: Theory & Practice™!
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Here’s where it starts getting scary. You’re excited about the idea of working at home,

having your own schedule, and making extra money.

You have the skills.

You have the business idea.

But getting clients — and the work it takes to get there — can be overwhelming.

We know how you feel! We’ve been there, and we’re happy to report that marketing

yourself isn’t as scary or as complicated as it seems when you’re just beginning.

Marketing is a skill you can learn just like everything else, and it becomes far easier

when you feel confident in what you’re doing. How can you feel confident as a new

proofreader? With a ton of practice and a ton of support from your peers.
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You CAN Become a Successful Proofreader

People always ask us for the “secret” to success. They seem to think some people are

special or possess magical abilities. Nope… We’re Hogwarts rejects too. #muggle

Our candid response either surprises people because they realize it’s not that hard, or

it disappoints them because it actually takes effort to be successful.

There is no secret. Taking these steps can and will lead to success:

● Learn a skill

● Make a consistent effort to share that skill with others and market yourself

● Never give up

See? There’s nothing magical about it. You learn stuff, you do stuff, and you get

results.
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Success is a MINDSET

Remember, success is always a choice. You can choose to push your boundaries and

try new things, or stay the same and never progress.

It all comes down to your mindset. If you can take control of how you think, you can

take control of what you choose and what results you get.

Instead of automatically thinking of ways becoming a proofreader wouldn’t work,

challenge yourself to think of ways it would work.

There are many, many ways it can work, but unless you choose to think of those, your

mind will focus on the fear instead.

Speaking of fear...

We understand that you may not want to start until all the fear is gone and you feel

100% confident, but here’s the thing about fear: It never goes away. It just changes

its outfit.

The trick is to live with the fear and keep going anyway.

If we let fear hold us back, you wouldn’t be reading this right now. Really!

Proofread Anywhere never would have started back in 2014 because fear said that no

one would ever be interested in learning how to build a proofreading business to earn

more income.

29



The Beginners Guide to Proofreading for a Profit

But that didn’t happen.

When it comes to fear, the only way through it is to do it.

Colleen overcame her fear too.

She took two important steps:

1. She realized learning a new skill and starting her own freelance business was

scary. (It’s important to recognize and acknowledge your fears.)

2. She realized that in order to make success happen, she had to acknowledge

and embrace her fears and then take action. See her inspirational interview

here!

Life begins the moment you step out of your comfort zone. Instead of letting “I don’t

know how” stop you, choose to learn how… and see what happens. Where could you be

a year from now if you did that? Would “Future You” be thanking you... or scolding

you?

The “Now You” may be scared to start, but Future You will be so glad you did.

Start here!
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3 Pillars of Success as a Proofreader

The hard truth is that we can’t guarantee anyone’s success all on our own but we can

teach you the three pillars of success that every single successful Proofread

Anywhere graduate practices.

What are these pillars of success? Excellence. Optimism. Persistence.

Let’s break each of them down.
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Pillar #1: Excellence

This is not only a pillar; it’s also your foundation — especially for a proofreader. If you

can’t spot errors, you’re setting yourself up for failure.

How do you cultivate excellence?

Can you buy it? Yes and no. Partly yes, because achieving excellence may require an

investment in your education to expand your skill set beyond a basic ability to spot

errors.

Partly no, because some people just aren’t cut out for proofreading. True excellence

means knowing the ins and outs of your work as a proofreader.

You can’t just wing it and hope that your past experience with English will be enough.

You have to know that hope isn’t a strategy.

You have to be committed to being the best you can possibly be — all day, every day.

From excellence, confidence can grow, and from confidence stems optimism: the

second pillar.
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Pillar #2: Optimism

You have to believe in yourself.

We know… it sounds so corny. But going into “this proofreading thing” thinking

someone else is going to do the work for you or that simply paying your tuition fee

will magically turn you into a fantastic proofreader is not the best form of optimism.

That’s just wishful thinking.

With optimism comes the conviction that in your choices, you have power. It’s the

belief that your actions will get you results.

You build optimism by cultivating excellence. The better you are at something, the

more confident and optimistic you feel about your abilities.

These two pillars are strong, but they’re not strong enough alone to support long-term

success. You need a third pillar.
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Pillar #3: Persistence.

What if you had the first two pillars in the bag… but then you just put the bag on a shelf in

your garage?

Or maybe you do take action but you don’t follow up. You make a few contacts, send

out a few business cards, and then you give up in frustration when you don’t get

results instantly.

You need more than two pillars to support your success, and that’s where persistence

comes in.

That means if you were the best proofreader to hit the scene in decades (excellence),

you felt amazing about it (optimism), and you used those two things to fuel yourself

to build your business (persistence)… you’d have the perfect trifecta for success.

Embodying persistence means you know that building a business doesn’t happen

overnight.

You know that timing and consistency play a role in growing your income.

You know taking action isn’t just a one-time thing — it’s an every-single-day thing.

The pillar of persistence goes far beyond simply taking action — anyone can “try.” You

must DO… and then you must never give up.
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Tying it all Together

These pillars can’t hold up your success alone or even in pairs. They must be present

together.

You must do excellent work.

Without this, you might be able to get clients if you’re optimistic and persistent. But

over time, clients will see through you. Your business will not grow.

You must know you can do it.

Excellence and persistence are quite weak if you lose faith in yourself every time you

hit a bump in the road.

You must never give up.

Excellence and optimism are useless if you don’t take action… and keep taking it.

Our goal will always be to provide the highest quality training for proofreaders: how to

do the work and how to find the work.

But we don’t stop there: we also teach you how to harness and cultivate these three

pillars of excellence, optimism, and persistence so you can achieve lasting success.

Anybody can make a quick buck doing just about anything, but it’s so much more

rewarding to do it the right way — so you can earn for a lifetime.
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Our General Proofreading course is a powerful tool that can help you launch your

proofreading business, grow it, and earn more income over the long haul.

What would more income mean to you?

Perhaps you’d have:

Financial freedom to stop living paycheck to paycheck — Break the cycle and

actually control your money, not the other way around.

More family getaways — Could you use some R&R? We all could. Proofread your way

to more money to spend with those who matter most.

More money for unexpected home repairs — When your fridge breaks or you need a

new furnace, you’ll be confident you can afford it without resorting to credit cards or

loans to solve the problem.

More money to spend as you wish — You’ll no longer have to worry about all the

expenses of everyday life because you know you can afford it.

You don’t have to take my word for it. See for yourself what real students are saying

about our courses.

36

https://proofreadanywhere.com/student-reviews/


The Beginners Guide to Proofreading for a Profit

General Proofreading: Theory & Practice™

Our current and past proofreading students aren’t any different from you. They had

the same dreams and fears as you, but they pushed through and made their goals

happen.

They succeeded with the help of our course content and community included inside

General Proofreading: Theory & Practice™.

What You Get with General Proofreading

We will teach you all the skills you need to start your freelance proofreading hustle

and how to gain the confidence and motivation to make it work.

Here is what you’ll learn in the course:

Module 1: Introduction to General Proofreading — Learn the foundational skills you

need to be successful

Module 2: Grammar Refresher — Learn the most common but trickiest grammar

and punctuation rules out there AND get loads of practice using them

Module 3: Sentence Structure – Learn about everything that goes into a sentence

and how each element affects you as a proofreader.

Module 4: Spelling and Word Use for Proofreaders – If you don’t know which

numbers to spell (and which to leave as numerals) or the difference between traveled

and travelled, this module will help!
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Module 5: Punctuation Principles – Commas, hyphens, apostrophes… oh my!

Module 6: Proofreading Methods — Learn to use the most efficient tools to proofread

Module 7: Proofreading Practice — Put your new skills and tools to use on 40

practice papers

Module 8: Types of Proofreading — Are there different types of proofreading? What

kinds of niches can you get into with this skill? You’ll learn all about it in this module.

Module 9: Turning Proofreading into a Business — Learn how to build your business,

organize it, and get ready to find clients with confidence

Module 10: Finding Clients — Learn how to get those clients and start earning!

Module 11: Marketing Basics — Learn the difference between passive vs. active

marketing.

Module 12: Understanding AI – How does AI affect you as a proofreader? Learn as we

explore that subject, specific AI tools, and how you can use it to grow your business.

Module 13: Your Workflow — Once you’ve got your clients, learn how to communicate

effectively with them, how to bill them, and more.

Module 14: Getting the Most Out of the Freelancing Life — Dive into the

proofreading world with all the confidence you need to be a rockstar

You get a total of 40+ lessons of learning material, 10+ grammar-specific worksheets,

and 40+ real-life example jobs to proofread.
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You get also two options with General Proofreading:

Option 1: Ignite

• 14 modules, 40+ lessons

• Lifetime access to updates

• Lifetime access to PA Proofreaders Group

Option 2: Ignite Plus

• Everything in Ignite AND…

• A Hand-graded exam

• A Certificate of Completion

• Lifetime membership to a separate marketing mastermind group specifically for PA

verified General Proofreaders
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Is It Really Worth It?

Even if you’re already a pro at spotting errors, there’s more to starting a proofreading

business than the actual proofreading. There are the people, business setup,

technology, marketing… the list goes on.

Could you take everything you’ve learned from this blueprint and start a business?

Probably.

But being a successful freelancer requires more than pure information. Consider how

you’d fare on your path if you had...

● Ongoing support through the highs and the lows from more experienced peers

and coaches

● Effective marketing, social media, and networking training

● Help to cultivate and maintain a success mindset

● Accountability to keep you focused and on track

What if you could skip the trial and error of figuring it out on your own?

General Proofreading is the most powerful tool available to help you harness the

skills, marketing prowess, and confidence you must have to make this proofreading

dream a reality.

Get started on General Proofreading now!
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Bonus Resources

Still not sure if proofreading is right for you? Check out our proofreading workshop

to learn more or try 7 days of Transcript Proofreading for FREE.

Decided that proofreading isn’t for you after all? We’ve got you covered! There are

plenty of other work-at-home opportunities out there!

Still hungry for more? You can find blog posts and FAQs on our website. Dive into our

posts about proofreading and the freelance lifestyle, check out some expert

interviews, or read more about mindset and productivity.
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Test Your Proofreading Prowess Answer Key

As promised, here are the answers to the quiz. How did you do?

Question 1:

I am going to a movie with _____ tonight.

A. Mom

B. mom

Why? Capitalize family titles when they are a replacement for a person’s name.

Question 2:

That is my ______ new sailboat.

A. parent’s

B. parents’

Why? To form possessive nouns that are already plural ending in an s, just add an

apostrophe.

Question 3:

I work a _______ job.

A. full-time

B. full time

C. fulltime

Why? Hyphenate compound adjectives describing the modifier (noun).
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Question 4:

Her baby was born on _____ at 7:00 a.m.

A. October 12 2014

B. October 12, 2014

C. October 12, 2014,

Why? Use a comma after a full date in a sentence.

Question 5:

The Boydstons or Jack _____ bringing the chips and dip.

A. is

B. are

Why? Subjects with both a singular word and a plural word and are connected by "or"

require the verb to agree with the closest subject.

Question 6:

I don’t need to take ____ allergy medication ______.

A. anymore / any more

B. anymore / anymore

C. any more / any more

D. any more / anymore

Why? Anymore means no longer. Any more means a negative quantity.
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Question 7:

______ going to be a tough decision if ______ ownership changes.

A. It’s / its

B. Its / its

C. It’s / it’s

D. Its / it’s

Why? It’s is a contraction of it is or it has. Its is the possessive form of it. The

possessive form never takes an apostrophe.

Question 8:

She ____ all the cabinets.

A. labelled

B. labeled

Why? Labelled is the British spelling. Labeled is the American spelling. The correct

answer depends on where your client is based.

Question 9:

We all decided to go to ____ house instead.

A. you’re

B. your

Why? You’re is a contraction of you are. Your shows possession.
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Question 10:

Choose the US spelling.

My doctor ____ my appointment.

A. canceled

B. cancelled

Why? Cancelled is the British spelling. Canceled is the American spelling.
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