Proofreading, Revising and Editing Checklist

Content (First Proof)

_____  Purpose

_____  Focus (Main Point)

_____  Main Supports

_____  Details of Supports

_____  Citations/Sources 

_____  Organization

_____  Language (Diction)

_____  Language (Tone)

_____  Rule of Ones

Required Changes: 

Additional Steps Needed:

Mechanics (Second Proof)

_____  Movement (Paragraphing)

_____  Linking (Key Words)

_____  Linking (Parallel Form)

_____  Linking (Transitions)

_____  Grammar

_____  Spelling

_____  Punctuation

_____  Style

_____  Delivery

Required Changes: 

Additional Steps Needed:

(Knox 2004)

