Research Paper Rough Draft Checklist

If you have made an error in your draft and it is an error that is fixable with pen or pencil, fix the error. If the error is unfixable at this time, note on your paper that you are aware of the error and that you intend to fix it for the final draft.

Use the Diana Hacker guide or any of the other MLA handouts for questions regarding format or in-text citations.

1. Format


- Essay is double spaced (no triple spacing between paragraphs or in heading)


- Heading is in proper location


- Page numbers are in proper location


- Title is in proper location


- Margins are set to one inch


- Font is Times New Roman


- Works Cited page is the last page

2.  In-text Citations


-All quotes are integrated into a sentence of your creation –NO DROPPED 

QUAOTATIONS!

- Each body paragraph has at least one citation.

- A mixture of direct quotations and paraphrased information are included in your paper. 

- Every quotation or paraphrase includes the proper documentation—article titles must be in quotation marks and website names should be italicized. 

- Properly cite quoted information from articles or websites.

- Make sure that each source you have cited appears properly on your Works Cited page.

3.  General Reminders


-Do not start sentences with numbers. Spell them out.


-Do not use “we” “our” “us” “my” “I” “me” or any other personal pronouns.

-Each organization is singular. Refer to your non-profit organization as “it”, not “them” or “they” or “their”. 
- Indent paragraphs


-Do not label sections. (Part I, Part II, etc.) 

4.  Works Cited Page


-Hanging indents on each entry


-Make sure only the sources used in your paper appear on the Works Cited page


-No heading necessary on the Works Cited page


-Title the page Works Cited (once again, no heading)


-Alphabetize Works Cited

Revisions

1.  Label all quotations: Direct, Paraphrased, or Summary. (D,P,S)

2.  Number or color code each source on your Works Cited, then color code or number the corresponding citation in your paper. 

3.  Underline your thesis statement.

4.  If you are short of the minimum page allotment, label where you intend to add more content and summarize what you plan to include. 

5. Read your essay out loud to one other person. As you read, fix any errors of understanding you catch.

6.  Give your paper to one other person (not the person to whom you read your essay) and have him/her critique your essay.

Read the contract, sign it, and staple this checklist to your rough draft. 

By signing this contract I agree that I have

--Have completed the checklist,
--Made the necessary changes I can at this point,
--Noted any errors that will require fixing for the final draft,
--Will make the corrections suggested by Mrs. Sutton,
--Will be responsible for making changes spoken about in class or directly addressed in Mrs. Sutton’s edits.
Student Name________________________________

Student Signature _____________________________

Date________________________________________

