
Favors Writing Center 1 

 

FWC Copyright © 2011-2021 Regina Y. Favors. All Rights Reserved. 

Practical Tool 
 

Overview 

 

The practical tool within this lesson module falls under the third draft process for proofreading. 

Students often write without planning to proofread the final document. Students may also write 

with some form of planning. However, it is hard to prepare for those areas of the paper that 

require additional planning and preparation.  

 

Understanding a literary work requires more than a skim of the passage. You must read the work 

for understanding. When an instructor writes “Proofread,” this means that development of 

content needs to reflect final attention to not only grammar concepts, but also the assignment as 

well as the use of supporting evidence and formatting. Final proofreading should consider the 

importance of accuracy and proofreading in use of supporting evidence. In the same way that 

you create a prep statement for a quote, integrate the quote, and then follow up the quote with 

commentary and/or analysis, proofreading issues need the same preparation and foresight.  

 

Proofreading your paper for general grammar issues and specific passive voice issues requires 

skill. The development of writing skill always requires further attention on the literary work, the 

writing strategy, and the adherence to the assignment. 

 

Revising the third draft will require returning to review the assignment sheet/instructions, 

reviewing the instructor’s feedback, and deciding when and what to delete to make the paper and 

the ideas within it effective. This lesson module represents a discussion on constructing a self-

proofreading checklist.  

 

Consider “Self-Proofreading Checklist” tool as useful for honing your ability and skill to 

proofread the third draft. 

 

Learning Objectives 

 

By the end of this lesson, students will be able to do the following: 

 

• Review the third draft for issues with general grammar. 

• Review the third draft for issues with passive construction 

• Review the third draft for issues with the assignment. 

• Review the third draft for issues with document formatting.  

• Apply the instructor’s feedback 

• Design a revision plan. 

 

Tools You Will Need 

 

You will need your third draft (graded/not graded, in progress). 

You will need circled, highlighted, or squared any area where grammar issues are present.  

Instructor feedback 
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Self-Proofreading Checklist 
 

The following checklist focuses on constructing a proofreading tool to ensure you meet the 

assignment requirements, address grammar issues, and format the document appropriately. 

 

Figure 41:  FAVORS Quick Self-Proofreading Checklist 

 

 

_____ Have I typed on my paper. . . 

_____ my name? 

_____ my professor’s name? 

_____ my course name and number? 

_____ the date in reverse? (for MLA citation styles only) 

_____ Do I have a title?        

 _____ Does my title relate to the subject of my paper? 

 

_____ What kind of paper am I writing? Thesis-based? Argument?   

_____ Have I defined my goals for this paper? Do I present a clear thesis? Do I 

develop an argument? 

_____ If my readers read my paper from beginning to end, then will they know 

“exactly” the purpose of my writing this paper? 

_____ Do I contradict my thesis in any way?  (If so, my argument may be weak.) 

 

_____ Have I analyzed my paper? Or have I summarized? 

_____ Do I logically break down my analysis into component parts and analyze each 

part? 

_____ Do I only include plot summaries and present an “overall” view of the text? 

_____ Have I answered my professor’s question?  Do I deviate in any way from the question 

prompt? 

_____ Have I proofread my paper? Have I followed the rules of grammar? 

 _____ Are all verb tenses one tense within each sentence? Am I consistent throughout my 

paper? 

_____ Do subjects and verbs agree? 

_____ Are pronouns referenced appropriately? Do they refer to the right person  

                        or thing? 

_____ Are conditional verbs necessary to my analysis? (Can = certainty; Could = 

possibility)  

_____ Where do I misuse and/or overuse commas?  

_____ Have I followed the rules of articles? Do I present articles? Are they  

            properly placed? 

_____ Have I used the proper preposition in each sentence?  

_____ Have I checked for spelling errors? Have I corrected these spelling errors? 

_____ Have I followed MLA or APA procedure? Have I cited all my sources, in-text and  

            end-text? 
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MLA Formatting 

 

Have I typed on my paper. . . 

_____ my name? 

_____ my professor’s name? 

_____ my course name and number? 

_____ the date in reverse? (for MLA citation styles only) 

 

Do I have a title?        

_____ Does my title relate to the subject of my paper? 

_____ Have I followed MLA or APA procedure? Have I cited all my sources, in-text and  

            end-text? 

 

Assignment/Writing Strategy 

 

What kind of paper am I writing? Thesis-based? Argument?   

_____ Have I defined my goals for this paper?  

_____ Do I present a clear thesis?  

_____ Do I develop an argument? 

_____ Do readers know my purpose for writing?  

_____ Do I contradict my thesis in any way?  (If so, my argument may be weak.) 

 

_____ Have I analyzed my paper? Or have I summarized? 

_____ Do I logically break down my analysis into component parts and analyze each part? 

_____ Do I only include plot summaries and present an “overall” view of the text? 

_____ Have I answered my professor’s question?  Do I deviate in any way from the question 

prompt? 

 

Grammar 

 

_____ Have I proofread my paper? Have I followed the rules of grammar? 

 _____ Are all verb tenses one tense within each sentence? Am I consistent throughout my 

paper? 

_____ Do subjects and verbs agree? 

_____ Are pronouns referenced appropriately? Do they refer to the right person  

                        or thing? 

_____ Are conditional verbs necessary to my analysis? (Can = certainty; Could = possibility)  

_____ Where do I misuse and/or overuse commas?  

_____ Have I followed the rules of articles? Do I present articles? Are they  

            properly placed? 

_____ Have I used the proper preposition in each sentence?  

_____ Have I checked for spelling errors? Have I corrected these spelling errors? 
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MLA Formatting 

 

Have I typed on my paper. . . 

my name? 

my professor’s name? 

my course name and number? 

the date in reverse? (for MLA citation styles only) 

 

Do I have a title?        

Does my title relate to the subject of my paper? 

Have I followed MLA or APA procedure? Have I cited all my sources, in-text and end-text? 

 

Assignment/Writing Strategy 

 

What kind of paper am I writing? Thesis-based? Argument?   

Have I defined my goals for this paper?  

Do I present a clear thesis?  

Do I develop an argument? 

Do readers know my purpose for writing?  

Do I contradict my thesis in any way?  (If so, my argument may be weak.) 

 

Have I analyzed my paper? Or have I summarized? 

Do I logically break down my analysis into component parts and analyze each part? 

Do I only include plot summaries and present an “overall” view of the text? 

Have I answered my professor’s question?  Do I deviate in any way from the question prompt? 

 

Grammar 

 

Have I proofread my paper? Have I followed the rules of grammar? 

Are all verb tenses one tense within each sentence? Am I consistent throughout my paper? 

Do subjects and verbs agree? 

Are pronouns referenced appropriately? Do they refer to the right person or thing? 

Are conditional verbs necessary to my analysis? (Can = certainty; Could = possibility)  

Where do I misuse and/or overuse commas?  

Have I followed the rules of articles? Do I present articles? Are they properly placed? 

Have I used the proper preposition in each sentence?  

Have I checked for spelling errors? Have I corrected these spelling errors? 
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About the Author 

 

Regina Y. Favors has served as a college English instructor for a community college, teaching 

first-year composition. Regina has both a B.A. and M.A. in English from San Diego State 

University. Regina’s current activities focus on developing a digital learning platform for first-

year composition studies. 

 

About Favors Writing Center  

 

Favors Writing Center is an online resource for first-year composition instructors and students 

engaged in the revision planning process. Favors Writing Center is a product of Favors Learning 

Center Online Products, a product of Favors Learning Center, which is in development. 

 

Social Media 

 

You can find our products on the following social media sites. Thank you for visiting our sites. 

 

Websites 

 

www.reginayfavors.com 

www.favorscompositionlectures.com 

http://www.howdoyoulearnresearchproject.com 

 

Social Media 

Facebook: https://www.facebook.com/ryfavors/ 

Twitter: https://twitter.com/reginayfavors 

Linktree: https://linktr.ee/reginayfavors 

Instagram: https://www.instagram.com/reginayfavors/ 

 

YouTube Channels 

Regina Y. Favors Channel 

Favors Film Analysis Channel 

Favors English Lectures Channel 

Favors Financial Recovery Channel 

 

This site, related sites, and channels are in development. 

 

Donate 

 

All Favors Learning Center Products are in development. We appreciate your donations in 

helping us bring this vision to greater progress. Thank you.  
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