PROOFREADING [~

CHECKLIST

SPELLING

(O Check for spelling errors using spell-
check tools or dictionaries.

O Pay attention to commonly

misspelled words and homophones

(words that sound alike but have

different spellings).

PUNCTUATION

O

Check for proper placement of

commas, periods, semicolons, colons,

question marks, and exclamation

marks.

(O Verify that quotation marks and
parentheses are used accurately.

(O Pay attention to apostrophe usage,

including contractions and

possessives.
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GRAMMAR

(O Verify subject-verb agreement
throughout the document.

Review verb tenses for consistency.
Check for correct pronoun usage.
Ensure proper use of articles (a, an,
the).

Confirm that prepositions are used

O 00O

correctly.

CAPITALIZATION

O

Review capitalization rules for
headings, proper nouns, titles, and
sentence beginnings.

O

Check for consistent capitalization of
headings, subheadings, and section
titles.
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SENTENCE STRUCTURE PARAGRAPHS AND
AND CLARITY TRANSITIONS
(O Ensure that sentences are clear, (O Check for proper paragraph breaks
concise, and grammatically correct. and indentation.
(O Check for sentence fragments or (O Review transitions between
run-on sentences. paragraphs to ensure logical flow and

(O Verify that each sentence has a coherence.
subject and a verb.

O Vary sentence length and structure
for improved flow.

CONSISTENCY NUMBERS AND DATA

O

Verify consistent formatting and

O

Verify the accuracy of numerical

style throughout the document (e.g., information, including dates,

font, font size, line spacing). statistics, and calculations.

O

Check for consistent use of (O Check that unit of measurement and

abbreviations, acronyms, and symbols are used correctly.
capitalization.
(O Ensure consistent use of bullet

points, numbering, and indentation.
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PROOFREADING TOOLS
AND RESOURCES

FORMATTING AND LAYOUT

(O Check for correct alignment, margins, () Utilize spelling and grammar

and spacing. checkers, such as Grammarly or
O Verify that headers, footers, page Microsoft Word's proofreading tools.
numbers, and table of contents are O Consult style guides (e.g., APA, MLA)
accurate and properly formatted. for specific formatting and citation
O Review font consistency and requirements.
readability.

FINAL REVIEW

Read the document one final time to

O

catch any remaining errors or
inconsistencies.

(O Consider seeking a second opinion
from a colleague or proofreader.

By diligently following this checklist, you can significantly improve the quality and
professionalism of your documents. Remember to allocate sufficient time for
proofreading and maintain a keen eye for detail.
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