Proofreading Checklist


1. Write in complete sentences.

2. Use formal, academic English without slang, colloquialisms, swearing or informal, conversational words.  Be aware of purpose and audience.

3. Make sure every sentence has end punctuation.

4. Avoid horrible words: a lot, alot, lots, stuff, thing, basically, really, sort of, sorta, kind of, kinda, a bit, bits, little, a little, pretty much, OK.

5. Your title should describe in around 4-7 words the content of your writing.

6. Capitalize important words in your title.

7. Avoid starting sentences with “and” or other conjunctions.

8. Spell out numbers under 100 except in dates, page, line and paragraph numbers.

9. Avoid the pronouns “you,” “your,” and “yours” in formal, academic English.

10. Indent the first line of your paragraph 2 centimeters.

11. Use apostrophes correctly.

12. Generally, avoid writing “I think,” “I feel,” “I believe,” “In my opinion,” “My feeling is,” etc. because your writing is obviously your ideas.

13. “Who” refers to people, “that” refers to things without identities or personalities.

14. Avoid uncertainty in your writing: maybe, probably, possibly, perhaps, might, etc.

15. Avoid abbreviations and contractions.

16. Watch for confusing words and homonyms: to/two/too, there/their/they’re, your/you’re, then/than, etc.

17. Avoid passive voice sentences.

18. Read your paragraph out loud to yourself.  This will give you a fresh perspective on your work.  Better yet, have someone read your paragraph aloud to you.

19. Use exciting, expressive, unique, specific modifiers instead of settling for plain ones like these: great, fun, interesting, boring, nice, sad, good, bad, etc.

20. Write as if your reader has no background information on your topic: don’t presume the reader has any clue what you’re writing about.

21. Avoid the verb “to get.”  It is rarely specific, clear or interesting enough.

22. Avoid cliches; write original ideas and expressions.

23. Make sure you are using quotation marks correctly, especially with other punctuation.

24. Lists: avoid “etc.,” “and so on,” and similar phrases at the end of lists.  If there are other important items, include them, otherwise don’t refer to them.

25. Avoid commas around the word “because.”
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