Writing Effectively for the ILO


Proofreading Checklist

	Style 

	Is my style consistent throughout? 
	

	Have I used a standard style for my references and citations (i.e., the Harvard style)?
	

	Does the format I have used conform to acceptable ILO standards?
	

	Have I formatted my work consistently (numbering, figures, tables, etc.)?
	

	Is my draft free of spelling, grammatical, and punctuation errors?
	

	Are my pages numbered?
	

	Have I followed a consistent style for using abbreviations?
	

	Have I spelled them out the first time?
	

	Have I kept a list to insert in an appendix to my report?
	

	Numbers

	Have I spelled out all numbers from one to ten in the text?
	

	Have I written numbers greater than ten in numeric form?
	

	Visuals

	Have I used graphics, boxes, figures, and tables to draw attention to specific information?
	

	Have I labelled them properly?
	


