Napier University Business School
School of Accounting & Economics
Essay Checklist
Use this checklist before you submit your essay or report to make sure that you have covered all the required areas.

	Check list item
	Checked

	Have you checked your spelling?
	

	Have you proof read your work?
	

	Have you checked your grammar?
	

	Have you used appropriate sources to back up your work?
	

	Has all your work been properly referenced with in-text citations?  Use the reference guide to help you with this
	

	Have you provided a properly prepared list of references at the end of your work?  Use the reference guide to help you with this
	

	Have you developed your argument and included appropriate supporting evidence?
	

	Does your essay have an introduction, main body, and conclusions?
	

	Have you used headings to help identify the main sections of your work?
	

	Are the major points well developed?
	

	Does your essay have a logical flow?  Do your paragraphs link well together?
	

	Have you checked for and removed any irrelevant and repetitive material that distracts from the main points?
	

	Have you used examples where appropriate to help support the major points?
	

	Have you used the correct tone in your work?  Think about your target audience, and avoid the use of sweeping statements and slang expressions
	

	Have you written your work in the third person i.e. avoid the use of “I” and “we”
	

	Is the font that you are using appropriate?  It is recommended that you use Arial font size 12 
	

	Have you answered the question that was set?  Don’t provide an answer to the question that you would have liked to have been asked!
	

	Would someone with no knowledge of this subject area be able to understand what you have written about?
	

	Does your essay comply with the word/length limit?
	

	Have you completed the student declaration sheet?
	

	Have you made use of TurnitIn?
	


