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Instructions: After you have completed your paper, use this checklist and go back over 
your paper carefully.  You will be held responsible for all of the following: 
 
Language, Style, and Proofreading Issues: 
____ No “I” (first-person) or “you” (second-person) statements. 
____ Never use “etc.”, “due to”, “stuff”, “thing”, or any other empty phrases and words 

that are speech-based. 
____ In addition, the words “good” and “bad” are just that…empty, elementary, 

judgmental and are hereby forbidden. 
____ Do not use qualifiers like “a lot”, “really”, or “very”, as in: 

All Quiet on the Western Front dealt with a lot of war issues.  That chapter was 
really good.  Kat was very smart.  This language is also elementary and not 
appropriate in a formal essay. 

____ Don’t use contractions.  In other words, do not use contractions.  Contractions are 
the way we speak, not the way we write. 

____ Do not ever make absolute statements like: 
- Paul always hated going back to the front. 

____ Concision is king. 
____ Strong, active verbs in present tense win points. 
____ Do not tell me things you really don’t know or make empty statements like: “All 

Quiet is one of the best war novels of the 20th Century.” 
____ BS=Be specific.  Your common definition of BS is deadly here. 
____ Use transitions: see Hacker pp. 34-36. 
____ Vary your sentences. Because varied sentence structure is critical to creating 

voice, tone, and argument in writing, you should use a variety of sentence 
structures.  It will help you to become a better writer, and it will also make 
reading your paper much easier.  Hacker pp. 117-118. 

____ Use strong, concrete subjects instead of: This is the reason why…There are a 
number of ways of looking at this…The reason is because…This quote shows… 

 Notice how weak the subject/verb combinations are in the above sentences. 
____ Make sure to Capitalize appropriately: 

- proper nouns like names: Paul, Remarque, Germany 
- leave common nouns lower case 
- the first word of a sentence 

____ Spell out all numbers under 100:  
 - thirty-three  - five  - seventy-eight  - ninety-nine 

and hyphenate them where necessary. 
 
 
Formatting Issues: 
   √_ 2-4 pages 
____ Double-space, but don’t include extra spaces between paragraphs. 
____ Please save paper and don’t use a cover sheet.  Instead, use MLA heading (see 

Hacker pp. 404 for a sample paper). 
____ Indent all paragraphs by using the Tab key on the upper left-hand side of your 
 keyboard. 
____ Word processing programs usually default to the correct margin size, which is one 

inch on all sides—top, bottom, left, and right.  If not, change it. 
____ Use a normal twelve-point font like Times or Geneva. 
 
____ Hit the Space bar twice after each sentence-ending punctuation (period, question 

mark, exclamation mark).  Hit it once after other punctuation like commas, 
semicolons, and colons. 
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____ Underline the title of any book or film, like so: 
- All Quiet on the Western Front, a first-person account of World War I, is the 
first of its kind as a modern war novel. 

____ Quotations should be “embedded in the body of your text and not disrupt it,” Mr. 
Vezzali said.  Embedded quotes, when combined with your own text, should 
make a grammatically correct, complete sentence.  You may also introduce a 
quote with a grammatically correct, complete lead-in sentence that ends with a 
colon followed by a quote: “Consult your Hacker reference book for more details 
on the correct usage of quotation marks on pp. 286-287.” 

 
____ A quotation of three lines or more: 
   

…should be indented ten spaces and separated by one space  
from the rest of the paragraph.  Avoid block quotes if at all possible, 

 because they do not make you look smarter.  Instead, you appear to be 
 indecisive and seem unable to determine what is important in the text.  Be 
 sure to credit your source with the proper attribution.  (245) 

 
____ “The page numbers of quotations should be properly parenthetically cited and 

punctuated” (Hacker, 286-287). 
 If it is the first quote, include the name of the novel like so: 
 (All Quiet on the Western Front, 30) 

Each following parenthetical reference need only include the page number. 
 
 
Final Thoughts: 
____ DO NOT count on spell check to catch all of your errors!  Be especially careful 
 when using iPad applications like Pages. 
____ Print out and read over your entire paper before you hand it in. 
____ Read it out loud to yourself or to someone else, or have someone else proofread it 

for you. 
- You will catch many errors by simply hearing an error as opposed to reading 

it silently.  
- Others will catch mistakes that you’ve been looking at and think are correct. 

 
The difference between an “A” paper and the rest is the difference between spending 
fifteen minutes as opposed to an hour proofreading and revising.  It depends on how 
much you care about your grade and how much pride you have in your work and in 
yourself.  Do it right the first time!  You are seniors and you know how to do it right! 


