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Maintain a consistent tone throughout the document

that reflects the company’s branding and

communication strategy.

Language and Tone Consistency

Ensure the language style matches the intended

audience and document purpose.

Thoroughly check for and correct any grammatical

errors and typos.

Grammar and Spelling

Use tools and manual reviews to verify spelling and

grammar.

Ensure the document’s layout is clean, professional,

and appropriate for the content type.

Layout and Format

Check that heading, subheadings, fonts, and spacing

are consistent.

Verify adherence to internal and external standards

(e.g., ISO, company-specific standards).

Compliance with Standards

Ensure all required sections are included as per the

standard specifications.

Assess the document for clarity and ease of

understanding.

Clarity and Readability

Simplify complex language or jargon unless technically

necessary.

Fact-check all technical details for accuracy and

currency.

Technical Accuracy

Include citations or references where required.

Review the document for compliance with relevant

legal and regulatory requirements.

Legal and Regulatory Compliance

Ensure all disclaimers and legal texts are correctly

placed.

Check the relevance and quality of images,

charts, and graphs.

Use of Visuals

Ensure all visuals are clearly labelled and have

correct captions.

Verify that all internal and external links work and

lead to the correct information.

Cross-References and Links

Check that any cross-references in the

document are accurate.

Review the document metadata for accuracy

(e.g., title, author, keywords).

Metadata and Document Properties

Update document properties to reflect the

correct creation and revision dates.

Ensure the document version is marked and

updated.

Version Control

Maintain records of revisions and changes in a

version log if applicable.

Review document security settings based on the

sensitivity of the information.

Confidentiality and Security

Ensure that confidential information is

appropriately marked and secured..

Conduct a final review with all stakeholders.

Final Review and Approval

Secure formal approval from the authorised

person before publication or distribution.

Document Quality 
Control Checklist

Encourage regular breaks during the review process

to maintain high levels of attention.

Tips:

Use a team approach where possible to bring

different perspectives to the review process.
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At XpertEditing, we understand that each document is

unique and requires a tailored approach to ensure

quality and effectiveness. We offer personalised

Document Quality Control Checklists that cater to

your specific needs and industry requirements.

Whether you're preparing technical manuals, business

reports, or regulatory submissions, our customised

services will help you maintain accuracy, consistency,

and professionalism.

Personalised Document Quality Control
Services

Contact Us

For a consultation or to learn more about how

XpertEditing can assist with your document quality

needs, please contact us at:

Email: hello@xpertediting.com.au

Visit our website: www.xpertediting.com.au
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XpertEditing is a leading provider of professional editing services dedicated to enhancing the clarity and

impact of your documents. Our team specialises in transforming complex information into clear, precise,

easy-to-understand content. Whether you need thorough proofreading, detailed technical editing, or

compliance with industry standards, XpertEditing is here to ensure your documents achieve the highest

standards of excellence.

Who is XpertEditing?

Let XpertEditing help you elevate the quality of your documentation and achieve unparalleled clarity and precision.
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