Summarizing, Paraphrasing, 
and Quoting 
Editing in Action
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Edit with a checklist.
[bookmark: _GoBack]Read each line. When you can answer each question with a yes, check it off.

Checking Grammar and Usage
	
	Do my subjects and verbs agree (he takes, not he take)?

	
	Are words used correctly (your/you’re, their/they’re, its/it’s)?

	
	Are prepositional phrases used well?

	
	Are sentences complete (no fragments or run-ons)?



Checking Capitalization, Punctuation, and Spelling
	
	Are first words in sentences capitalized?

	
	Are proper names of people, places, and things capitalized?

	
	Do compound sentences have commas before and, but, or or?

	
	Are words correctly spelled?
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