Editor's Checklist 
Proofreading for spelling, punctuation, and conventions of language that help to make the message clear and accurate is an important part of the writing process.


Check that..... Common Correction Symbols

1. Sentences begin with capital letters. cap
2. Sentences have correct ending punctuation. P
3. Sentences are complete. frag
4. Sentences are not run-on sentences. run-on

5. Paragraphs are indented. para

6. Commas are used in compound sentences and in lists and series. com

7. Quotation marks are used correctly where needed. quo

8. Apostrophes are used correctly for contractions and possessives. pos 

9. Spelling is correct. sp 

10. Unnecessary words, phrases and sentences have been eliminated. [ ]

11. Homonyms are chosen correctly [their, there, they're; to, two, too, your, you're]. Sp

12. Verb tenses agree and are correct. vt

13. Subjects and predicates agree [singular subject = singular verb]. agr

14. Pronouns agree with the nouns they replace [he is, they are]. pron

15. Proper nouns are capitalized. cap

16. "Who" is used for people and "that" for things. usage

17. No words are missing. ^ 

18. No unnecessary repetition occurs. rep

19. No phrases or sentences are awkward. awk

20. Abbreviations are used correctly. abb 
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