Proofreading Checklist
	TEXT
	DONE

	Find typographical errors.
	

	 
	

	Check design consistency.
	

	
	

	Use standard proofreading marks
	

	
	

	Identify features affecting later stages of production and or production in more than one medium (e.g., printed page and Web page)
	

	 
	

	Assess end-of-line word divisions and mark bad breaks for correction. 

	

	
	

	Choose the least costly or the most appropriate changes.
	

	
	

	Check that the style sheet has been followed, or make one. 
	

	
	

	Query inconsistencies / errors in, spelling, grammar, punctuation, or fact 
	

	
	

	Make changes appropriate to the stage and kind of publication.
	

	
	

	Incorporate author's alterations. 

	


Adapted from “Standards for Proofreading”
Written by the Committee on Professional Standards of the Freelance Editors' Association of Canada http://www.editors.ca/resources/eac_publications/pes/index.html

