A Proofreading Checklist

Proofreading your papers is your responsibility; you cannot depend on others to do it for you.  Most instructors would rather see neat corrections in ink than see mistakes.

Have a pattern to your proofreading, e.g. read backwards, a sentence at a time.  Check for the following elements during your final proofreading session. Be on the lookout for those mistakes you tend to make often, and correct the sentence level first.

	Level checked:
	Checked for:
	√

	Sentence
	Consistent verb tense
	

	
	Subject-verb agreement
	

	
	Sentence fragments
	

	
	Run-on sentences and comma splices
	

	Word
	Ambiguous references and pronouns (especially it, that, this, these and those)
	

	
	Pronoun-antecedent agreement
	

	
	Mixed-up homophones
	

	
	Incorrect word usage
	

	
	Spelling errors
	

	
	Capitalization
	

	Punctuation
	Comma usage
	

	
	Quotation marks (make certain all quotations have quotation marks at the start and end of the quoted section)
	

	
	Apostrophes used correctly (especially with possessive nouns and contractions)
	

	Other
	Citation format (MLA, APA)
	

	
	Paper format (as instructor directs)
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