
 

Quick assignment proofreading checklist 
☐ Does my work answer the question? 

☐ Are my ideas clear and easy to follow? 

☐ Have I checked spelling, grammar, and punctuation? 

☐ Are references correctly cited and listed? 

☐ Is the formatting correct (font, spacing, headings)? 

☐ Is my file name clear and appropriate? 

☐ Have I saved and backed up the final version? 

 


