Proofreading Checklist

Delete or add items to the checklist as needed. 

Spelling

· Homophones and near-homophones 
· Spoonerisms and eggcorns
· Words ending in “s”
· Words needing an “s” (plurals) 
· Contractions and abbreviations
· Missing, added, transposed, or changed letters
· Capitalisation
· Words you commonly misspell: ___________________________________

Punctuation

· Missing commas – especially with clauses
· Semicolons and colons
· Missing end punctuation
· Brackets and parentheses
· Apostrophes
· Hyphens in compound adjectives before nouns (unless they end in -ly)
· Oxford commas
· Placement of punctuation with quotation marks (check referencing style)
· Omissions in quotations
· em- , en- and hyphens
· Double spaces
· Quotation marks (especially for quotations within quotations)


Grammar

· Passive voice (when active voice would be clearer)
· Sentences with double, omitted, or additional words
· Subject-verb agreement 
· Missing or incorrect nouns
· Missing or incorrect articles
· Inconsistent or inappropriate tense
· Confusing or incorrect use of clauses
· Ambiguity with pronouns (especially “it” or “this”) 
· Dangling modifiers
· i.e. and e.g. (often better to spell out as “that is” and “for example”)
· “that” with restrictive (essential) clauses and “which” with non-restrictive (nonessential) clauses (check use of commas too)

Style

· Overused words or phrases
· Sentences ending with prepositions
· Split infinitives
· Long or overly complex sentences
· Long or overly complex paragraphs



Checklist adapted from Columbia Law School’s Writing Center Proofreading Checklist and Barbara R. DuBois’ (1989) ‘Teaching Proofreading’ in Technical Communication 36 (4), pp 427-428

