Revising Checklist 2: Proofreading

Style 

· The main idea of each sentence is clear.

· I have eliminated unnecessary words

· I have used verbs, rather than abstract nouns, to describe situations.

· I have used the active voice most of the time.

· I have been appropriately specific with numbers and other values.

· I have avoided insider jargon.

· I have spelled out all the acronyms I have used the first time I used them.

Tone

· My recommendations are constructive.

· I have focused on ways in which situations can be improved, not just on ways in which they are flawed.

· I have focused on impact rather than process when writing about results.

· I have included the human factor in my writing.
Formatting

· I have positioned graphical elements carefully in my text.

· The text includes reference to important components of graphics.

· I have followed the template, using all required formatting.

· Where necessary I have provided extra information in annexes.

· I have used a standard style for my references and citations.
· I have formatted my work consistently (numbering, figures, tables, etc.).

Mechanics

· My punctuation is correct.
· I have checked all capitalization.
· All my lists are presented using proper parallel structure.
Proofreading

· I have checked my document electronically with the spell checker.

· I have proofread my document manually.

