Editing Checklist

Type/Format 

· Size 12 Font

· Double spaced

· New Times Roman Font

· Standard Margins

· Proper Pagination

Title Page (If teacher required)

Header (If teacher required)

· Typed




Typed

· Title reflects paper topic

Title reflects paper topic



· Title Centered



Titled Centered

· Name




 Name

· Proper Class Information

 Proper Class Information

Grammar/Mechanics/Content

· Sentence variation

· Word Choice (Check dictionary and thesaurus)

· Avoid “to be” verbs (is, are, was, were)\

· Avoid “really” 

· Avoid  “there” at beginning of sentence

· Verb Tense (Analysis papers are written in present tense)

· Active Voice rather than Passive Voice

· Subject-verb agreement

· Pronoun-antecedent agreement

· Punctuation

· Capitalization

· Spelling

· No contractions/abbreviations

· No “get” or “got”

· No slang

· Use of third person references only (no I, we, our, you) 

· Logical Order of thoughts following outline 

· Introduction paragraph with thesis statement at end of paragraph

· Body paragraphs start with transition sentence

· Paragraphs have at least five sentences

· Body paragraphs end with concluding sentence not a citation

· Conclusion paragraph has thesis rephrased 

· Conclusion paragraph has a strong ending statement

In-Text MLA Documentation

· Proper Format/Punctuation of In-text Citations (Source information)

· Appropriate Placement/Punctuation of Citations

· Usage (quotes and paraphrasing documented to avoid plagiarism)

· Citations used in text are listed on Works Cited page

Works Cited Page

· Title Centered

· Proper MLA Documentation (source details, punctuation, capitalization)

· All citations are listed (print, electronic, interview sources)

· Alphabetization

· Reverse Indentation

