
Appendix-13. Check List for Academic Reports 

 

 

Format 

☐ I use a consistent format throughout my report (including headers, fonts, indents, 

abbreviations, spacing) 

☐ I use headers and I make sure everything is in the correct section 

☐ I avoid using dots or lists in the main body of the text 

☐ I Format tables (tables), figures and subtitles correctly 

 

Figures y tables 

☐ I Number figures and tables 

☐ I add a title below the figures and above the tables (tables) 

☐ I use the figure or the number of the table (table) when I refer to them in the text of my 

report 

☐ Reference to the figure or table (table) in the main body of the report 

☐ I put the figure or table (table) immediately after the paragraph in which it was 

mentioned for the first time 

 

Symbols, numbers and units 

☐ I use symbols instead of words. 

☐ Use appropriate and appropriate abbreviations instead of words. 

☐ Use the number 0 (zero) before a decimal as in 0.1 

☐ Use appropriate spaces between numbers and units. 

☐ Use subscripts and superscripts 

☐ Use the appropriate number of significant figures 

☐ Use the appropriate units 

☐ I am consistent with the type of units (IS) 

 

Spelling and grammar 

☐ I use the correct verb with the word data. 

☐ Use the last time 

☐ I avoid using pronouns (that is, I, we, you, them, that) 

☐ I avoid using ambiguous words (ie, this, that, there, one) 

☐ I check for spelling and / or grammar errors. 

☐ I avoid using contractions (ie, no, can not, no) 

☐ I write the report as concisely as possible but still include all the relevant details 

☐ I avoid using words and phrases in the jargon (that is, a lot, a little, should) 

 

References 

☐ I include all relevant sources of information in my bibliography 

☐ Includes all relevant citations within the body of the report 



☐ I use an appropriate and consistent format to cite my references at the end of my report 

☐ I use an appropriate and consistent format to cite my references within the body of the 

report 

 

 

I, (Write your name here), have used the previous checklist to correct my report before 

submitting it for evaluation. I understand that an excessive amount of errors will have a 

negative impact on my rating and that I have edited my report in the best possible way 

 


