
CHECKLIST FOR REVISING AND PROOFREADING 
 

Revising 
 

1.  Read you paper aloud to  t e s t  for overall sense and sound. 

2 .  Check your sen t ences for rhy thm, balance , and correc tness.   Is 

each sen t ence clear, concise,  and colorful?  Does each express a 

comple t e though t  (no fragmen t s ) ?  Is each punc tua t ed as a 

comple t e sen t ence (no comma splices or run-ons) ? 

3 .  Have you used a combina tion of sen t ence  leng th,  types and 

arrangemen t s ?  Doing so will add varie ty and int er es t  t o  your 

writing. 

4 .  Check your sen t ence beginnings.  Do no t ,  for example, s t ar t  

sen t ence af t er sen t ence with the subjec t.  

5 .  Check each simple sen t ence t o  ensure effec tive use of 

preposi tional phrases,  par ticipial phrases,  and apposi tives. 

6 .  Check each compound sen t ence t o  make sure i t  shows the 

proper rela tionship be tween the two ideas  expressed.  Use the 

bes t  coordina t e conjunc tion (and, bu t,  or, nor, for, ye t,  so)  for 

each sen t ence. 

7 .  Have you used subordina tion effec tively in each of your complex 

sen t ences?  Is the mos t  impor tan t  idea expressed in the 



independen t  clause and the less impor t ant  ideas in dependen t  

clauses? 

8.  Loca t e and replace any words which are t o general or overused 

to  be effec tive.  Use nouns which are specific, adjec tives and 

adverbs which are fresh and colorful, and verbs which are lively 

and vivid. 

9 .  Make sure your writing is concise.   Take ou t  any works,  phrases,  

or ideas which are repea t ed unnecessarily, which sound flowery, 

or which pad ra ther than add to  an explana tion or descrip tion. 

1 0.  Replace any words or phrases which may confuse t he reader,  

such as misplaced and dangling modifiers,  ambiguous wording, 

and double nega tives.  Also define any t erms which your reader 

may no t  unders t and. 

1 1.  Improving the s tyle and clarity of your writing by using a simile, 

me taphor, or analogy whenever comparing some thing unfamiliar 

t o  some thing familiar migh t  help the reader.   Use repe ti tion or 

parallel s t ruc ture t o  add emphasis t o t hose ideas you feel need 

more a t t en tion. 

1 2.  Replace any suppor ting examples or reasons which do no t  clearly 

illus tra t e  or prove the point  you are t rying to  make.  Add 



suppor ting de t ail wherever they are needed. (Ask when, where,  

why, how, to  wha t  ex t en t,  e t c.  abou t  each of your ideas. 

1 3.  Study each paragraph for overall effec tiveness and clarity.   Does 

each paragraph have a clear purpose and focus ( t opic 

sen t ence) ? Is each major idea fully developed and suppor t ed?  

Are the de t ails arranged logically?  Have you  used appropria t e  

t ransi tions within and be tween paragraphs? 

1 4.  Is your writing consis t en t  in tone and s t ruc ture?  Does i t  sound 

sincere and na tural? Does i t  accomplish wha t  you se t  ou t  t o  

accomplish? 

 

 
 
  

 
CHECKLIST FOR REVISING AND PROOFREADING 

 
Proofreading 

 

1.  Check your writing for any words or phrases which may have 

been lef t ou t. 

2 .  Check your writing for spelling capi taliza tion and punc tua tion 

error. 



3.  Correc t  any usage errors. 

4 .  Be sure each subjec t  agrees wi th each verb and each pronoun 

with i ts  an t eceden t . 

5 .  Follow all the rules and guidelines given to  you regarding your 

final copy.  Use the correc t  paper, margins,  and spacing.  Always 

use ink for (or type)  your final copy.  Keep your paper nea t  and 

hand it in on time. 

 
 


