Term Paper Revising Checklist

Name of Author  ____________________


Name of Editor  ___________________________

Contents:  The paper has the following sections

· Title page

· Outline

· Body of Paper

· Works Cited

· Parenthetical Documentation (citations)

Appearance

· The paper is legible.

· The paper is written in cursive, in blue or black ink OR is entirely typed in 12 point font

· The pages have writing or typing on only one side of the page

· If typed, the entire paper is double-spaced

· The paper is not missing any pages

· The pages are stapled in the correct order

· The paper is stapled once in the top left corner

· Each page has a one inch margin all the way around

Title Page

· The author’s name is centered on the page

· The title is interesting and longer than one word

Outline

· The outline has a thesis statement on top

· The outline is indented correctly

· For every letter “A” there is a “B”

· For every number “1” there is a “2”

· The outline is written in all phrases or all sentences

Works Cited

· The words “Works Cited” are centered on the top line

· All entries are alphabetized by the first word

· All entries are indented correctly

· All web addresses appear in the same color as the rest of the page

Parenthetical Documentation

· All sources cited in the paper appear on the Works Cited list

· The first word inside the parentheses is the word used to alphabetize that source in the Works Cited list

· Every direct quotation is followed by a citation.

· Every fact that is not common knowledge has a citation

· At the minimum, every paragraph has a citation at the end (except the introduction and conclusion)

· All citations are inside the sentence’s end punctuation.

Body of Paper
· The thesis statement is the last sentence in the introduction

· The introduction is so general that it does not require any citations

· All words are spelled correctly

· Every sentence is complete, with a subject and a verb

· No sentences are run-ons

· Each new paragraph has a transition

· Each paragraph has a minimum of three sentences

· The following words or phrases are not used:  “you,”  “I think,”  “I believe,”  “in my opinion” 

· With the exception of dates and measurements, all numbers that are less than four words long are written in words

· All dates, measurements, and numbers four or more words long are written in digits 

· There are no more than two direct quotations in each paragraph.

· This paper is easy to understand and it makes sense.

