ACADEMIC SKILLS

Checklist for drafting and
proofreading your assignment

Ideally, you willcomplete anumber of drafts for your assignment, including afinal proofread.
Althoughyoumayfocuson‘ideas’, ‘structure’and ‘language’inmorethanone draft, trytogive
primary focus to just one of these aspects at atime.

Itisworth noting that extraresearch often continuesinto the early drafting stages (but not while
proofreading).

Itisalsoimportantthatyou fully understand the assignmentquestion and any other assignment
instructions before you beginwriting—ifyou have any questions, ask yourlecturerortutorasearly
as possible. Returnto the assignment question regularly to keep yourself on track.

And remember — it is always best to have a few days between drafts!

Draft 1: Ideas

Have I:

reviewed my assignment question and instructions?
coveredallthemainpointsfrommyplan?

developedone mainideaper paragraph?

explained how each paragraph relates to the assignment question?

provided supporting evidence, explanations and examples for each main point?
included some of my own critical analysis for each main point?

e.g. questioning ideas and evaluating evidence

correctly citedthe source of the information | have used throughout the assignment?
added a bibliography or reference list according to the required style for this unit?
stuck to my original argument or have | contradicted myself?

considered whether my writing is convincing?

tested my argument and my evidence on a friend?

O OO0 OO O

O OO 0 O

Draft 2: Structure

In addition to reviewing the points above, have I:

0 developedaclear structure according to the assignmenttype (essay, report, reflective
writing) and the assignment criteria?

o written each paragraph with a clear topic sentence; examples, explanations, and evidence
that support the topic sentence; my critical analysis of sources?

0 clearlyintegratedideasfromother sources—accurate summariesand paraphrases of
sources in my own words — and properly cited them?

o0 createdanoveralllogical flowtomymainpoints? Arethe paragraphswelllinked?Wouldit
help to draw a mind map to get an overall picture of my written response?
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Draft 3: Language

Have I:
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used language that is formal, objective and tentative?

used language thatis appropriate to my discipline? Look closely at readings recommended
by lecturers for good writing models.

checked my grammar and punctuation?

read my writing aloud to myself or to a friend/classmate to check for flow?
citedatallnecessarypointsinmywriting?Willmyreaderbeabletodistinguishbetween
myownwordsandideas,and mysummaries, paraphrasesandquotationsofsources?*
checked that all citations are formatted correctly?

* Getting this wrong can lead to accidental plagiarism.

Draft 4: Proofreading

Have I:
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done aspell and grammar check? (set to Australian, not US language)

printed my document to do final proofread?
usedablankpieceofpaperoverthedocumenttoread one sentenceatatime? Read slowly
and carefully.

read my assignment aloud to check for errors?

completed my own final spelling and punctuation check?

cross-checked and proofread all citations and the reference list/ bibliography?

checked my assignment instructions for any other formatting requirements? e.g. margins,
page numbers, sections and heading styles, tables and figures.
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