
INFORMATIVE ESSAY EDITING CHECKLIST 

 

The draft belongs to: ___________________________________  
 

DIRECTIONS: **This checklist must be submitted as proof of editing as evident by the “suggestions to improve column” below 
as well as revisions (changes) should be evident on the draft. Using a colored pen or pencil to revise is a good idea but not 
mandatory. 
 

  Suggestions to Improve 

(This section must contain suggestion to improve the essay) 
 

FORMAT OF 
ESSAY 

 Did the writer write on every other line of paper on the 
draft so that revision can take place on it? 

 Did the writer write between the red lines on the paper? 

 Heading on the paper including a full name? 

 Are there multiple paragraphs in the essay? 

 

 
INTRODUCTION 

PARAGRAPH 

 Is there an introduction paragraph? 

 Is the purpose of the essay written in the introduction? 

 Is there an engaging beginning? 

 

 
 
 

BODY 
PARAGRAPHS 

 How is the body organized? Is it in chronological order, 
logical order, order of importance, spacial order or some 
other? 

 Are there topic sentences for each paragraph? 

 Does the writer’s personality come through? How? 

 Are there many details, examples and explanations for 
each idea? 

 Are there a variety of ideas expressed in the essay? 

 Does the essay reference/incorporate various 
research/sources ? 

 

 
CLOSING 

PARAGRAPH 

 Is there a concluding paragraph? 

 Does it provide new ideas not previously stated in the 
essay? 

 Does summarize in a new way or does it just repeat what 
has already been said the same way? 

 Does it logically end the essay without insulting the 
reader by telling us it is “the end?” 

 

 
SENTENCES 

VARIETY 

 Does each sentence make sense? 

 Are there varied sentence structures such as simple, 
compound and complex sentences? 

 Do the sentences flow together in a logical manner when 
reading (sentence fluency)? 

 

 
 

CONVENTIONS 

 Is correct punctuation used? 

 Are paragraphs clearly indented? 

 Does each sentence conclude with an end mark? 

 Does each sentence begin with a capital letter? 

 How is the spelling? Does it need to be checked? 

 

 
 WORD CHOICE 

 Are transition words used? Name some. 

 Are there words overused or repeated often? If so, what? 

 Thesaurus to replace overused words 
 Transition words examples - page R32 

 
BIBLIOGRAPHY 

 Are references and sources cited? 

 Does an article or book citation include author, title and 
year? 

 If a website is used, does it give the name, author and 
year it was last updated? 

 

 


