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Form to confirm proofreading1 service for a student thesis/paper

[bookmark: _GoBack]This form accompanies the SENSE Guidelines for Proofreading of Student Texts, which clarify what proofreaders1 can do to help students in preparing their English-language theses or papers. The form can be sent by the proofreader to prospective students/clients and their supervisors.
	Title of text to be submitted for proofreading
Nature of document
No. of words 
No. of figures & tables
	
e.g. paper/essay/thesis/internship report



	Date request made

	

	Signature of student

	signature

	Student’s name
Email
Phone no.
Full postal address

	

	Name/type of study course or internship
Degree/diploma level of course
University/college/institute 

	
Bachelor’s / Master’s / PhD / Other . . . . . . . . . .

	Student’s supervisor/education coordinator
Email
	



	Delivery date to proofreader
Return date to student (in full / in instalments)
	

	Estimated cost of proofreading
+ BTW (VAT) if applicable
Terms of payment (interval between submitting invoice and payment)
	

	Name and address of person responsible for paying the invoice if different from above.

	

	Are corrections to be written by hand on hard copy or as track changes in an electronic document?

	

	What type of proofreading service is required? 2
Fixing
Flagging
Fixing and flagging
	

	What will the proofreading cover? 3
Formatting        
Figures
Tables
References
Appendices
Any other material to be checked
Consultation, answering student’s queries

	




e.g. maps/supplementary information

	What is the word or page limit?
What house style should be used?
UK or US English?

	






1 NB This form uses “proofreading” as defined by Harwood et al. 2012: “third party interventions (that entail some level of written alteration) on assessed work in progress.” http://dx.doi.org/10.1080/03075079.2010.531462. The student remains responsible for the originality of the work and the factual information.
2 “Fixing”, i.e. straightforward corrections pertaining to spelling, grammar, punctuation, basic vocabulary (basically only one correct answer possible). 
“Flagging”, i.e. nuanced corrections pertaining to register (proper formality and academic style), word choice, clarity, word order, and/or consistency/
correctness of layout, where more than one solution is possible.
3 The proofreader is not responsible for the accuracy of references or factual information. It is the student´s responsibility to avoid plagiarism. 
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