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The final steps of the 3x3 writing process are:

1. Revision

2. Proofreading

3. Evaluating

Revision
Revising means improving the content and sentence structure of your message. Your main focus should be to improve the message’s clarity, conciseness, vigour, and readability.   To achieve clarity, remember to KISS : Keep It Short and Simple.  To achieve a conversational tone, try the kitchen test: if it doesn’t sound natural in your kitchen, it probably needs revision. To revise conciseness, “trim the fat” by locating and cutting out wordiness.  You can improve vigourness by not converting verbs into nouns, and avoiding the expressions that are overused in business writing. Finally, to revise readability, you can use a number of graphic highlighting techniques.  For example, parallelism, lists, bullets and headings, all of which facilitate quick comprehension and make important points more visible.

Proofreading

After revising, comes proofreading.  Now is the time for you to correct your spelling and grammar errors.  Do not do this before revising because you may choose to change what you have written, therefore it undos your proofreading. Things to look for when proofreading are spelling errors, grammar, the appropriate use of punctuation, and the accuracy of names and numbers.  Whether your document is short or long, it is always a good idea to print out a double spaced copy and set it aside for a couple of days.  Then, put yourself in a mindset where you want to find errors, and read the document at least twice.  

Evaluating

Finally, it is time to evaluate your message.  Evaluating the success of your message is done by asking yourself several questions: 

- Have I used simple language and correct grammar and spelling? 

- Have I optimized the layout of text by using simple organizational techniques? 

- Were my ideas clearly expressed and correlated by good transition words?

· Has the message attained the purposes you were hoping to achieve?
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