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REVIEW CHECKLIST

Document Review:

Double-Check Content: Review all documents meticulously to ensure
accuracy, clarity, and consistency of information.

Grammar and Spelling: Verify grammar, spelling, and punctuation to
eliminate errors and maintain a professional image.

Formatting and Layout: Ensure documents are well-organized, properly
formatted, and easy to navigate.

Consistency: Check for consistency in language, terminology, and formatting
throughout the document.

Citations and References: Validate all citations and references for accuracy
and proper formatting.

Completeness: Confirm that all necessary information is included and
nothing crucial has been omitted.

Version Control: Use version control to keep track of document changes and
ensure everyone works with the most up-to-date version.

Document Security: Protect sensitive information and follow appropriate
data security measures.

Ask for Feedback: Seek input from colleagues or supervisors to gain
different perspectives and catch any potential errors.




