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Word Processing Checklist

*Use Universal Editing when typing your paper. Type first, edit later.

*Turn nonprinting characters on to help with editing. [image: image1.png]



*Reminder -One space after a period, comma or punctuation. NO space before! 
STUDENT:










 TEACHER:
	
	Heading contains your name, date and your class code LEFT ALIGNED on the top of your paper and SINGLE SPACED. 
	

	
	Leave one line space between heading and title.
	

	
	The title is CENTERED on paper and written in title case with no underlining.

(to center use Alignment and Spacing tab) 
	

	
	Leave one line space between the title and the opening paragraph.
	

	
	All paragraphs are indented using the TAB KEY.
	

	
	The paragraphs are properly DOUBLE SPACED and LEFT ALIGNED. 

(Alignment & Spacing– Line Spacing. Highlight ONLY the paragraphs. No extra spaces between paragraphs.)
	

	
	FONTS and FONT SIZES are appropriate for the project and consistent.  

*Fonts with feet are easiest to read - ex: Comic Sans MS.

* Do NOT use bold, color or an all capitals font. 

*Highlight ALL text to change font and size.
	

	
	SPELLCHECK was used to correct spelling errors. 

(Tools – Spelling and Grammar)
	

	
	Paper was PROOFREAD for errors. 

*Capitals, punctuation, spacing, word use, grammar 
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