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REVISING YOUR ESSAY: A CHECKLIST

STEP 1: Checking for Overall Unity and Claﬁty

1. What is the main point of your paper?
2. Does the introduction clearly introduce the point?

3. Is there a thesis statement near the beginning (in the first or second paragraph) that clearly and concisely
states the main point?

4. Does each paragraph help to advance vour main line of thought? Does any paragraph digress from that line of
thought?

5. Is your tone—your attitude toward the subject—consistent? (If not, you may want to reexamine vour attitude
toward your topic.)

6. Does the conclusion show that the essay has reached its goal?

STEP 2: Checking for Clarity between Paragraphs

1. Does the main point of each paragraph refer back to and help develop your thesis?

2. Are the shifts in topic from one paragraph to the next marked by the use of transition words and/or repetition
of key words?

3. Does the break between one paragraph and the next always mark the turn of thought? Are there places where
one or more sentences should be mov?gd from one side of the break to the other?
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STEP 3: Checking for lanty withmiParagraphs
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1. Is the main point of eacé»paragrap*h clearly.s d in a topic sentence?
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2. Are any of the paragraphs neticeably slfprt" If \B\IS the brevity Justgf'red"
%, 4
¢ Shouid the paragraph be con@nhed w;?th another paragrafff or “deVeloped further?
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® Are more specifics needed to bqgk up genemhz&gﬁ%q{ ;
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® Should it be broken down into two or thi‘ge iragraphs"

3. Is any paragraph so long that a reader nﬁyyh get! 4
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® Are there needless generalizations, repetltmns, or pa({dmg th%t”éulibe cut?

'3
® Could any of the sentences be cut or combined to tlghteil»e-the”paragraph?

4. Does each sentence follow clearly from the one before it or from the topic sentence?
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STEP 4: Checking Quotew .Ia...ial (If not applk; Jle, go 6. .0 Step 5)

1. Are there too many quotes or are your quotes too long? Do they crowd out your owa statements or substitute
for them? Couid you summarize or paraphrase any of them?

2. Is each guote accurate? Did yvou mark any omissions properly, with ellipsis dots?
3. Have you intreduced each quotation clearly and with correct punctuation?
4. Have you clearly acknowledged every written source that you used?

5. Have you used the appropriate format for documenting your quoted and paraphrased material (parenthetical
refercnces, footnotes, endnotes, a bibliography/works cited page, etc.)?

STEP 5: Checking Sentence Style

*Note: At this point, you may want to read vour paper aloud.
1. Are your sentences varied in length and structure, or do they generally sound alike?
2. Are any sentences overiy complex and hard to understand?

3. Have you overused the passive voice? Would some of your passive-voice sentences sound better in the active
voice?

EXAMPLE:
B It has been shown by scientists. (passive) vs. Scientists have shown. (active)
B An award was given. (passive) vs. The committee gave an award. (active)

STEP 6: Checking for Sentence Errors

1. Does every sentence have a subject and a verb, or have you written some sentence fragments?
2. Does every verb agree with its subject?
3. Are there an_;' dangling modifiers?
EXAMPLE: Flving over the farmland. the cows looked like ants.
4. Have you avoided sexist pronoun usage?
5. Is the parallelism in any sentence fanlty?

6. Have you run any two sentences together without a conjunction (and, or, but) and a comma, a semi-colon, or a
period between them?

7. Have you created any comma-splice sentences by joining twe complete sentences with nothing but a comma?

STEP 7: Checking Diction (Word Choice)

1. Is the level of diction right for your subject and your audience? Is it consistent?
2. Is your language predominantly general? Could vou make it more specific and concrete?
3. Are any of your sentences cluttered with unnecessary words?

4. Are your modifiers strong? (Very, really, kind of, a lot, etc. tend to weaken a meaning rather than strengthen
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STEP 8: Checking Spelling

*Note: These are mistakes that won't be caught by a spell-checker.
1. Do vou use the word endings -es. -s, -'s, and -s’ correctly?

2. Have vou confused any homonyms, such as there, their, and they 're?

3. Are you unsure about whether or not to capitalize certain words?

STEP 9: Read the Entire Draft Aloud One More Time

Amy Lymn, February 1993

Edited and Posted by adam anderson 15 December 1998
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