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Editing Checklists

Directions: Edit your paper many times! First, read your paper and look for errors from editing checklist # 1. Then, read your paper again with attention to editing checklist # 2… and then checklist # 3 and checklist # 4. You should edit your paper many times over the course of many days.
Editing Checklist # 1:

· Formal Heading

· 11 letter size
· Calibri
· Double Spaced

· Black ink only

· One inch margins (all four sides)

· Paragraphs: new main idea = new paragraph

· Topic sentence for each paragraph

· Transition sentence at the end of each paragraph (This is a segue sentence that concludes the paragraph and gently leads the reader into the next paragraph; see me if you have trouble with this).
· Fix typographical errors: read your paper aloud!
Editing Checklist #2:
· Check spelling, especially proper nouns (names of people and places)
· No first or second person personal pronouns: I, me, my, mine, we, our, us, you, yours

· Titles of books are underlined or italicized
· Articles are put in quotation marks
· Use correct parenthetical citations: quoted citations + paraphrased citations – see me if you have any questions or concerns!
· Use correct works cited page

· Review assignment sheet and general outline… be sure your paper is complete.

Editing Checklist #3:

· Fix sentence fragments.
· Fix run-on sentences.
· Use commas correctly; see notebook’s 4 fundamental sentence structures.
· Use clear sentences.
· Write in the Active Voice.
· Edit down wordy and repetitive sentences.
· Edit down confusing sentences.
· Check subject/verb agreement.
· Check subject/pronoun agreement.

Editing Checklist #4:
· Vocabulary: use a strong vocabulary (use synonyms when needed).
· Diction: choose meaningful, appropriate words.
· Avoid “fluff words”: very, thing, etc. 

· Formal Tone: Keep a scholarly, formal tone, yet you can still convey interest and enthusiasm.
· Develop Discussions: do not merely state something of interest… develop the idea and explain its significance.
· Let a trusted friend or parent/relative read your work.

· Seek extra help about any concerns.
