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Proofreading and editing checklist
Before sending off your assignment get into the habit of looking at your essay or report as a critical outsider. This is most effective if you leave it aside for a day and approach it with a fresh eye. This checklist can help you.
General checks 
Your name and PI is on every page
	The title is given in full on the first page
The pages are numbered 
The line spacing is set at 1.5 or 2.0 
The margins are wide enough for a tutor's comments
The word count is given (use the word count facility on your computer)
	A bibliography and/or list of references is included 
You’ve answered all parts of the question
Spelling
Use the spell-checker on your computer, but also read the script as the spell-check won't pick up: 
	Spelling of names and specialised terminology

Typos such as 'form' instead of 'from', 'on' instead of 'of'
The right usage of words, such as 'to', 'too' or 'two'
Grammar and punctuation 
Correct use of apostrophes, commas, full stops, colons, inverted commas 
	Correct use of subjects (nouns or pronouns) and verbs. For example, the following is a complete sentence. "The question asks you to do two things." 'The question' is the subject and 'asks' is the verb. 
Correct use of tense for your verbs
Do the verbs and their subjects agree? For example: 'the people were ... ' not 'the people was...' because if the subject is singular, the verb must also be singular. 
Are the sentences too long? Is the meaning clearer when they are split into shorter sentences?
Use a question mark just for questions. Sometimes what seems to be a question is really a statement – see use of rhetorical questions, below.
Vocabulary
Be sure you know the meaning of the words you’ve used and avoid jargon. Check in a dictionary or in the module glossary.
Have you used the same word too many times? Refer to the thesaurus on your computer, or an online thesaurus, for ideas of alternative words.
Style and layout 
Look in your assignment guidelines or ask your tutor for information on use of: 
	Headings 
	Bullet points and lists 
	I and my, for example: In my essay I am going to describe …  instead of This essay will describe … 
	Contractions and abbreviations: can’t instead of cannot, e.g. instead of for example, mins instead of minutes. 
	Spoken English/colloquialisms/slang, for example, There are lots of reasons …instead of There are a number of reasons 
	Rhetorical questions, for example 'What are the main causes of criminal behaviour?' instead of 'A number of theories have been put forward to explain criminal behaviour.' 

Uses vary depending on the module. If in doubt, err on the side of being more formal rather than less formal.
Expressing yourself clearly
Is there an introduction which relates to the question?
	Do all the paragraphs have one main idea, introduced in the first (topic) sentence.
Is there a clear conclusion?
Are any of my sentences too long, with too many clauses?  
It’s better to have a number of short, clear sentences than long, rambling and ambiguous sentences.
Does my writing flow smoothly from one section/paragraph to the next?
Acknowledging supporting evidence and references 
Have I acknowledged the ideas and information I have included?
	Have I copied down quotations accurately?  Have I included a reference to the page number for quotations?
Exactly how you set out your citation and references list will depend on your module.  Check in the module guidelines.
Using tutor feedback
Check that you have not repeated any errors or omissions previously pointed out by your tutor.
Assignment that use calculations
Have you shown your workings? 
	Have you clearly labelled diagrams and charts?
Have you included the unit of measurement for your answers?
Have you clearly shown which section of the question your answer applies to?


