Proofreading Sheet

What to look for when proofreading your essays
Format:

Times New Roman

12 pt. font

Double Spaced

NO double-double spacing between paragraphs


Title?  Capitalize the first letter of all important words.

Name in upper right hand corner?


1 inch margins all around?

Structure:

PARAGRAPHS!

Is each paragraph at least 5-7 sentences in length?

Does each paragraph make sense?  Does it stick to one idea?


Remember:  A paragraph contains only one idea!


Is there an introduction?  A conclusion?

Mechanics:

Spelling Errors


Correct capitalization 


My mother went to the store.


I went to the store with Mother.


No Slang:  there are no “cuz”, “n” “i”  “got”  “get” “+”


Write formally, not as if you were in a chat room.


Contractions have apostrophes


can’t 
won’t 
don’t 


Fragments!  Each sentence has the five ingredients


1.  Starts with a capital letter


2.  Ends with some type of punctuation.


3.  Has a subject


4.  Has a verb



5.  Makes Sense!


Run-ons!  Should the sentences be broken into two?  Are they too long?

Simple Sentences!  Are sentences too short?



A good essay has a combination of short and long sentences.  


Comma usage:  Are commas being used correctly, especially after introductory


statements.  “When I was young, I was riding horses every day.”

