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EDITING CHECKLIST

☐	Run spelling / grammar check 

☐	Passive voice 
· Look for the subject; is it the actor?

☐	Empty subjects
· Look for “it is,” “there are”; consider rewriting more vividly

☐	Subject / verb proximity
· Highlight each subject and verb; consider moving words or phrases that separate them

☐	Slacker terms 
	(throat-clearing words or phrases that obscure the message)
· Highlight working words; consider eliminating slacker words and shortening slacker phrases

☐	Negative constructions
· Look for “not,” “without”; consider replacing with more direct wording

☐	Antecedent clarity
· Look for pronouns; is it clear what noun each pronoun refers to?

☐	Misplaced modifiers
· Look for adjectives and modifying phrases; are they next to nouns or verbs they modify?

☐	Parallelism
· Look for series of items; do they have the same grammatical form?

☐	Consistency of terminology
· [bookmark: _GoBack]Look for inconsistent references to the same thing; pick one and apply it throughout (“EPA” or “the agency”)
· Check for consistency in using articles (or not) to refer to parties or entities (“Seller” or “the Seller”)
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