Revising Checklist 1: Structure and Organization

The following checklist should help you review your overall structure and organization of your document.

	Have I worked out my document’s purpose and my reader’s expected response? 
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	Is the information all relevant to that purpose and reader response?
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	Have I composed a concise and comprehensive main message?
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	Is it arranged in the best possible way to obtain my desired response from my readers?
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	Have I cut out everything that is not immediately relevant to the document’s purpose?
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	Are all the facts and findings accurately reported?
	[image: image6.wmf]Yes

	Have I included all the required facts?
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	Are my opinions supported by facts and data?
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	Have I used graphics, boxes, figures, and tables to draw attention to specific information?
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	For proposals, have I written goals and objectives that are SMART (specific, measurable, attainable, relevant, time-bound)?
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	Will my report efficiently get my recommendations accepted and/or my desired response from my reader(s)?  

or
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	Will my proposal persuade my readers to support the goals and objectives of the project? 
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