Student Guidelines for Printing and Publishing

Complete this checklist before printing a final copy of your work

	Step 1: Proof Read- Carefully review your document.  Check all that apply:

	1. ORGANIZATION

	 
	This document makes sense

	 
	This document is well organized

	 
	All sentences are complete and include punctuation

	 
	All required information is included

	 
	All information is in the required format

	 

	2. FORMAT

	 
	The text is clear and easy to read

	 
	The text size is appropriate

	 
	          The font is appropriate for the project

	 
	Any pictures and graphics are appropriate

	
	Margins are set properly (gr.5-7)

	 

	Step 2: Spelling and Grammar

	1. SPELL CHECK

	 
	Spell check has been used to identify any misspelled words

	 
	All spelling errors identified by spell-check have been corrected

	 

	2. GRAMMAR CHECK

	 
	All identified grammar errors have been corrected

	 

	3. SPELLING RE-CHECK

	You must do your own proof reading: the computer will NOT identify all misspelled words!!!

	 
	Proofread work to identify any additional spelling errors

	 

	Step 3: Print Preview

	 
	Print Preview tool was used to see how work will look when printed

	 
	The document fits the page properly

	 
	The document appears the way I want it to look when it is printed

	 
	I have made any necessary changes 

	 

	Step 4: Print Draft 

	 
	I am satisfied with the appearance of my work

	 
	PRINT DRAFT IN BLACK AND WHITE

	 

	Step 5: Final Revew and Edit

	 
	RE-read the printed draft very carefully and make any edits or changes on your hard copy.  Ask a friend or teacher to review this copy as well.

	 
	Return to the computer and make any needed changes.  BE CAREFUL and take your time.

	
	Repeat steps 2 and 3.  Make sure you have made all your changes

	
	

	Step 6: Print Final Copy (COLOR)

	
	When your document is complete, print a color copy.


