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	Technical Editing Checklist



	Technical Editing Process
	Yes
	No*
	N/A*

	1)
Consult with FAM to create editing schedule.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2)
Review document and statement of work/contract (or consult with FAM) to determine requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3)
Prepare copy of document to use for editing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4)
Edit document in accordance with appropriate style guides, military standards/ specifications, and/or contractually specified requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5)
Return edited document to FAM for review.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6)
Incorporate FAM’s review comments and complete editing process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7)
Incorporate comments from customer, as appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8)
Repeat steps 5, 6, and 7, as appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9)
Upon customer acceptance of document, retain original document and copy of deliverable (electronic and paper, if applicable) in contract file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10)
Destroy all versions of document (both electronic and paper) except for original and deliverable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11)
Complete Technical Editing Checklist and place in contract file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



*Explain “No” and “N/A” entries:
	     


	Technical Editor:
	
	Date:
	     

	Project Manager:
	
	Date:
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