Sample Editing/ Proofreading Checklist
	
Student __________________________________ Date __________________________
Title of the piece is ________________________________________________________
My purpose is ____________________________________________________________
My audience is ___________________________________________________________
The form my composition takes is ____________________________________________
Things that I like about this draft are _________________________________________
________________________________________________________________________
Things I think need improving are ____________________________________________
________________________________________________________________________

	Editor: (circle one)    Self        Peer        Writing group        Teacher        Other ____________

	Item
	Comments

	Capitalization
Is the first word of each sentence capitalized?
Are all proper nouns capitalized?
	

	Overall appearance
Is the handwriting legible? Is the word process format consistent?
Are formatting, spacing and margins appropriate?
	

	Punctuation
Is end punctuation (?!.) appropriate?
Is internal punctuation (“,;:) appropriate?
Are apostrophes, hyphens and dashes used appropriately?
	

	Spelling
Does it look right?
Does it sound right?
Did you use a dictionary or ask for assistance from someone?
	



