
Checklist for Portfolio Proofing 

Content:

Prioritize analysis: describe your work in order to analyze how and why you created it.

Consistency of Form and Layout:

Use consistent sentence/phrase constructions for descriptions, labels, headings, and other texts. Keep incomplete constructions parallel. In the example below, “Design” will always be described in a noun phrase and “Purpose” in an infinitive (“to ---”) phrase. 


#1 Design: Logo for Starbucks Coffee    (noun phrase)


     Purpose: To give “green” connotations to this familiar brand 




      (infinitive phrase)


     Concept: The Starbucks logo has long been identified with… 




      (analytical paragraph of complete sentences)


#2 Design: Sign for The Independent, an alternative music club   (noun phrase)


     Purpose: To modernize the outdated “homemade” sign while retaining 




the club’s grassroots identity      (infinitive phrase)


     Concept: Before this renovation the sign for The Independent depicted hand-



drawn arrows….      (analytical paragraph of complete sentences)

Use consistent capitalization, italics, boldface, and punctuation (see example above).

Check for consistent, logical verb tense.

Coordinate font sizes, headings, spacing, and other typographical choices.

Style:

Minimize repetition of the same word/s (“design,” “piece,” “modern”). 

Cut out unnecessary or empty words (“There is…,” “It is…”).

Use action verbs (“The fabric has the feel of…” > “The fabric feels like...”).

Grammar:

Check verb-subject agreement (singular: “the ad depicts..” plural: “the ads depict..”).

Punctuation:

Check comma usage. Always use commas with:


--words/phrases in a series (“one, two, and three …”).


--introductory dependent clause or verb phrase (“If …, then …”).


--introductory conjunctive adverb or phrase (“However, …” “Fortunately, …” ). 


--non-restrictive phrase or clause (“…my final piece, Brand New, expresses…” )

Avoid the “thought-provoking” semi-colon in commercial design text.

Spelling

Check corporate names (“Starbucks” or “Starbuck’s”?).

Check compound adjectives, such as “homemade button” or “hand-sewn gown.”

Proofreading Suggestions for Students

1. Read the text out loud, or better yet have someone else read it to you. Sometimes it’s easier to hear mistakes than to see them, particularly in cases of wrong word choice. If you have a Mac, you can use the built-in text to speech option for this purpose.
2. Read the text backwards. This will enable you to focus on individual words rather than their meaning.
3. Spell check! Run a spell check and, if available, grammar check on everything you write. Almost every modern program that handles text will have some sort of spell check function; if you’re using one of the few programs that doesn’t, copy and paste the text into Microsoft Word or another word processor.

