
  

Project Checklist 
 
Before you finalize a project and send it to print, you need to do more than dot your 
i’s and cross your t’s. This checklist should help you make sure you’ve covered the 
basics. 

 1. Spell check. 
If your word processor automatically checks spelling, check each word it flags to be 
sure it’s an appropriate correction. Use it as a guide, but know that it’s not 100% 
accurate. Most rely on a standard dictionary that does not include specialized, 
technical, or industry-specific terms. 

 2. Public domain and permissions. 
If you would like to reprint a graphic or a portion of a document that was published 
after 1923 (which means it’s not in the public domain), contact the Permissions 
department of the publisher. Be prepared to explain the purpose of your document 
and the number of copies you will print. A fee may be required.  

 3. Reference your sources. 
If you have quoted or referred to a published source, be sure to give proper credit. 
The reference should be complete enough for an interested reader to be able to 
identify and locate the source. References typically contain the author’s first and last 
name as shown on the document, the title and year of the work, as well as the 
publisher, the city where the publisher is located, and the pertinent page(s). 

 4. Check callouts to tables and figures. 
If your document includes tables or figures, check the numbering throughout the 
document to be sure it’s consecutive and that the callouts refer to the appropriate table 
or figure. 

 5. Check the table of contents against your document. 
Check the headings against those used in the text. Then check the page numbers to 
be sure that they match where the section actually begins. 

 6. Include a copyright notice. 
If you own the rights to the words and design, include a copyright notice to show 
ownership of your document. This is as simple as the copyright symbol (©) followed by 
the year your document is first used in commerce or in public, followed by your name 
or company name. You may follow this with the phrase “All Rights Reserved.” For 
more information, and for information on registering your copyright, visit the Web 
site of the United States Copyright Office at http://www.copyright.gov/. 
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