REPORT EDITING CHECKLIST

Student Name _______________________


	Task
	Looks like… (Italics here represent text in report.)
	Correct Format
	Incomplete Format
	Demonstrates Skill
	Lacks Skill

	Formatting

	Header
	½”, font match, pg #s, align r., no header on first page
	
	
	Insert> Page Numbers
	

	Student info
	4 lines, correct date format 
	
	
	
	

	Title
	Center, bold, title case, of lower case
	
	
	Format> Change Case
	

	Page
	Margins-1”, size- letter
	
	
	File> Page Setup
	

	Font & spacing
	Arial or TNR 12, all double spaced
	
	
	Shortcut for Select All, D.S. (Ctrl + 2)
	

	Quote set off
	2” left margin, ¶ continues at left margin-“Harrison’s vice-president…”
	
	
	Increase indent
	

	Editing

	Spelling corrected
	expertise, acquired, pneumonia, succession
	
	
	Use Spell check
	

	“sense”  corrected 
	¶ 8- since
	
	
	
	

	Grammar corrected 
	¶ 3-  “Clever campaign managers quickly turned…”
	
	
	Use Grammar tool
	

	White House
	¶s 4-5: title case
	
	
	Edit> Find / Replace
	

	Synonym for curious 
	¶ 8- peculiar, (an) odd, strange,

(an) unusual, (an) intriguing, remarkable, bizarre, weird
	
	
	Use Thesaurus
	

	Last 2 ¶s exchanged
	Last ¶ starts “Perhaps…”
	
	
	Drag & drop
	

	Table Inserted

	Contents complete
	
	
	
	Insert table
	

	Line spacing correct
	Double spaced
	
	
	
	

	Columns centered
	
	
	
	Use Table> AutoFit
	

	Space distributed
	Equal space between columns
	
	
	
	

	Horizontal lines correct
	Lines above & below category row, & below bottom row
	
	
	Format> Borders & Shading—change gridlines
	

	Introduce table
	Phrase added at end of 1st ¶
	
	
	
	

	Sources Formatted

	Page break
	Between body and Works Cited
	
	
	Insert> Page Break
	

	Title correct
	Title case
	
	
	
	

	Works cited list
	Alphabetized
	
	
	Table> Sort alphabetically 
	

	5 parenthetical notes correct
	1, 2. ¶ 3 (Davis and Edwards 47-48) / (Martin 78) 

3. ¶ 5 (“William Henry Harrison” 432)
4. ¶ 8 (“Zero”)
	
	
	
	

	All red text removed
	Clean Works Cited page
	
	
	Find/Replace> 
	

	Works Cited formatted correctly
	Double spaced with hanging indents
	
	
	Format> Paragraph> Indents
	


