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Use this checklist to plan, write, revise and edit your report. 
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Things To Remember Before Writing Your Report 
e report with a clear beginning, middle and end including the use of smooth 

 
n words (except for material quoted) that state, develop and provide a 

 statement for a point of view.  
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WORD CHOICE 
R I use words that make my meaning clear. 
R My words are accurate and specific. 
R I say things in new and different ways. 
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SENTENCE FLUENCY 
R My sentences make sense.  
R I keep my report interesting by using 

different sentence lengths. 
R My sentences begin in different ways.  
R My report would sound good if it were read 

aloud. 
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CONVENTIONS 
R I indent my paragraphs. 
R My punctuation is correct. 
R I use capital letters on names of special 

people, places, or things. 
R My spelling is correct. 
R I use correct grammar. 
 
 

 

R I have proofread my paper. 
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