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Proofreader Checklist

Y N Company Information Notes

  All names are correctly spelled

  Addresses are correct

  E-mails are correct (and have been tested)

  Website addresses are correct (and have been visited) 

  Telephone numbers are correct (and have been called)

Y N Photos & Graphics Notes

  Images and photos are in the proper place

  Spelling in the charts and graphs is correct

  Chart data is correct

  Company logo is in place and correct

Y N Text Notes

  Headline spelling and punctuation is correct

  Spelling and punctuation is correct

  Spelling is consistent

  All bullets have parallel structure

  Sentences are complete

  Product names are used correctly and consistently

  Trademarks and copyrights are used correctly

First Proofreader
Name:  Date: 
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  Addresses are correct

  E-mails are correct (and have been tested)

  Website addresses are correct (and have been visited) 

  Telephone numbers are correct (and have been called)

Y N Photos & Graphics Notes

  Spelling in the charts and graphs is correct

  Chart data is correct

  Company logo is in place and correct

Y N Text Notes

  Headline spelling and punctuation is correct

  Spelling and punctuation is correct

  Spelling is consistent

  All bullets have parallel structure

  Sentences are complete

  Product names are used correctly and consistently

  Trademarks and copyrights are used correctly

Second Proofreader
Name:  Date: 
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  Addresses are correct

  E-mails are correct (and have been tested)

  Website addresses are correct (and have been visited) 

  Telephone numbers are correct (and have been called)

Y N Photos & Graphics Notes

  Spelling in the charts and graphs is correct

  Chart data is correct

  Company logo is in place and correct

Y N Text Notes

  Headline spelling and punctuation is correct
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  Sentences are complete

  Product names are used correctly and consistently

  Trademarks and copyrights are used correctly

Third Proofreader
Name:  Date: 


