Editor Checklist
Standard Responses

	Instructions
Use this checklist for US and Global SRs that need a standard edit.
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	CHECK OUT DOCUMENT 

	
	FORMATTING 

	
	Turn on “Track Changes” 

	
	Check SR Footer
· Confirm that SR # is in footer.
· If it is not, copy SR Document Number from General Properties and Paste Special into footer.

	
	Change Font Size of Normal Style to 11 pt

	
	Check/Correct Font Sizes in Document
· Footer: 11 pt Times New Roman
· Body text: 11 pt Times New Roman
· Text in table/figure titles and in tables: 10 pt Times New Roman
· Footnotes in tables/figures: 9 pt Times New Roman
· References: 10 pt Times New Roman

	
	Check/Fix Justification
Make sure body text, bullets, and references are left justified.

	
	Check/Fix “Keep with Next” near headings and tables (and within tables)

	
	Check/Fix Spacing in Bulleted and Numbered Lists
Make sure bullets and numbers begin at the left margin and the tab is only .25ʺ for each level.
Summary
Make sure this section has bulleted items, with 1 paragraph space between each bulleted item. 
(Make sure there are no paragraph spaces between sub‑bullets.)
Clinical Data
Make sure there are no paragraph spaces between bulleted items.

	
	Check/Modify Headings and Sections of Document
Look for consistency in heading levels, order of sections, and use of bullets.

	
	Heading Level 1    SR Sections (Ex: Summary; Background; Clinical Data)
Heading Level 2    Topic or Name of Trial (Ex: Pharmacokinetics, The SAVOR Trial)
Heading Level 3     Study Citation. (Ex: Wallentin et al. N Engl J Med. 2009;361:1045-1057.)
Heading Level 4     Topic: (Ex: Objectives, Methods, Baseline Patient Characteristics, Results)
Heading Level 5     Topic: (Ex: Design, Patients, Treatment Arms/Dosing, Primary Endpoint(s))
Heading Level 6     Topic

	
	Check/Fix Spacing
· Do a Find for a period followed by 2 spaces; replace with a period followed by 1 space.
· Do a Find for 2 spaces within the text; replace with 1 space.

	
	ABBREVIATIONS

	 
	Check/Fix Abbreviations and Acronyms
· Make sure there are no periods in abbreviations. (Ex: ie, eg, US) (Exception: vs.)
· Ensure that the composite words of abbreviations and acronyms are spelled out on first use in body text, followed by the abbreviation and/or acronym in parentheses. Headings should have full version in most cases. 
· Exception: In some SRs, study name abbreviations and acronyms are used in summary bullets and spelled out on first use in the body of the SR. 
· Exception: Some respiratory SRs use a legend at the beginning or end, so no abbreviations should be spelled out in the body of those SRs.

	 
	· Use abbreviations and acronyms only if the term is used ≥3 times in the document. 
Note: If using Find and Replace to help locate abbreviations and acronyms, look for both the spelled-out versions and the abbreviations.
· Make sure that abbreviations and acronyms are used consistently within the SR.

	
	CROSS-REFERENCES AND ENDNOTES

	
	Check/Format Cross-references and Endnotes
· Count references; ensure they are in the correct order at first presentation. 
· Generally, numbering starts in the Clinical Data section, not the Summary.
· Exception: Background section may include references that are not used again.
· Exception: Tables with details of studies might use endnotes, and study mentions thereafter in text would be cross-references, unless the studies are discussed in detail in text before mention in the table.
· Make sure endnotes show references when you hover over them and that author names in body of SR match those in references (where applicable).
· Make sure cross-references show a link when you hover over them.

	
	· Make sure all endnote and cross-reference numbers, ®, TM, and footnote symbols are superscript, without spaces between them and the word/data preceding them.
· Make sure all endnote and cross-reference numbers are the same font size as surrounding text.

	
	TABLES/FIGURES

	
	Check/Fix Table/Figure Numbers in Text
· Change any table/figure number mentioned in body text (Ex: “see Table I”) to refer to the next table or figure (Ex: “as shown in the following table”) where appropriate.
· Count tables and figures; ensure tables and figures are numbered consecutively in bold capital Roman numerals. (Ex: I, II, III, IV, V)

	
	Check/Fix Table/Figure Titles, “Adapted from” lines, Endnotes/Cross-references, and Footnotes
· Make sure “TABLE” and “FIGURE” are ALL CAP and bold. (Ex: TABLE I, FIGURE II)
· Make sure a colon and 2 spaces follow the table/figure number, the table/figure title is bold and Initial Caps, and the title ends with a period. (Ex: TABLE I:  Title Title.)
· Ensure there is an “Adapted from” line (not bold) or an endnote/cross-reference after the title.
· Ensure footnotes are indicated with superscript lowercase letters in alphabetical order (a-z) and that spaces are not superscripted.

	
	Check Table Formatting
· Highlight each table:
· Table Tools/Layout/Properties, ensure table is left aligned and the indent from left is .10ʺ.
· Make sure units of measure are specified in stub head, column headings, or row headings, but not duplicated in cells.
	Stub Head, n (%)
	Column Heading
	Column Heading
	Column Heading

	Row Heading

	Row Heading 
	Data in cell
	xx (xx)
	xx (xx)

	Row Heading
	xx (xx)
	Data in cell
	xx (xx)

	Row Heading
	xx (xx)
	xx (xx)
	Data in cell


· Make sure stub heads, column headings, or row headings and shaded rows match the following:
· Text is bold and Initial Cap.
· Stub head text is left justified and bottom aligned.
· Column heading text is centered and bottom aligned.
· Row heading text is left justified and center aligned.

	
	· Ensure shading is correct:
[image: ]
	Ensure colors are used in correct order: 
· White, background 1, Darker 25% (third grey down, shown as selected in screenshot)
· White, background 1, Darker 15% (second grey down)
· White, background 1, Darker 5% (top grey)

	
	· Make sure body cell text matches the following:
· Text is sentence case and not bold.
· Text is centered in cell (horizontally and vertically); text in left-most column is left justified and center aligned.
· Bullets within tables are left-aligned and indented to half of the usual .25ʺ indent.

	
	· If a table is very long and has to break between pages, ensure that header rows are repeated.

	
	STYLE

	
	Check/Fix Capitalization in Headings and Subheadings
Capitalize:
· Nouns, pronouns, verbs, adverbs, and adjectives; first word after a colon; first and last words
· Prepositions of ≥4 letters (Ex: With, From, Into, Onto)

	
	Do NOT Capitalize:
· Articles and coordinating conjunctions (Ex: and, or, but) 
· Prepositions of ≤3 letters (Ex: in, on, for)

	
	Check/Fix Capitalization for Common Phrases
· Capitalize: Day 1, Week 1, Year 1, Phase III, Note:
· Do NOT Capitalize: stage IV, type 2 diabetes, grade 1

	
	Check/Fix Numbers
· Use numerals to express numbers instead of spelling out the words. 
· Numbers with >5 digits should have a comma. (Ex: 40,000; 400,000; 4,000,000) 
· Always spell out numbers that begin a sentence; spell out ordinals. (Ex: first, second, third)

	
	Check/Fix Units of Measure
Ensure the appropriate format of units of measure (ie, correct spacing between number and unit of measure).

	
	Check/Fix Symbols and Signs
· Ensure the appropriate use and format of symbols and signs in body vs. within parentheses and in tables/figures. (Ex: virgule [/] should be “per” in body, but can be “/” in parentheses and tables)
· Make sure spacing before and after symbols is not superscripted).
· Spell out symbols and signs in text, except when used in lab values. (Ex: CK >10x ULN; HbA1c ≥6.5%; BMI ≥25 kg/m2; sUA >6 [also, target sUA >6, but sUA target goal of greater than 6]) 

	
	REFERENCES

	
	Check References Section:
· Ensure references are lined up on the left and the hanging indent is .13.
· Make sure there are 2 nonsuperscript spaces after reference numbers 1-9 and between author(s) and reference titles.

	
	· Journal articles should follow this example:
Ando T, Ishikawa T, Kokura S, et al.  Endoscopic analysis of gastric ulcer after one week's treatment with omeprazole and rabeprazole. Dig Dis Sci. 2008;53:933-937.
· Web references can be more complicated, but look for elements from the following example:
Brown RW, O’Brien CD, Martin UJ, et al.  Long-term safety and asthma control measures with a budesonide/formoterol pressurized metered-dose inhaler in African American asthmatic patients: a randomized controlled trial [published online ahead of print April 30 2012]. J Allergy Clin Immunol. 2012. http://dx.doi.org/10.1016/j.jaci.2012.03.028. Accessed February 15, 2013.

	
	EDIT SR

	
	Check for language usage issues:
· Adjust passive language to be more active, when possible.
· Replace jargon. (Ex: patient was on [medication]        patient received / was prescribed [medication]) 
· Make tense consistent. (Ex: in trial data, where tense changes)
· Use appropriate punctuation rules. (Ex: we use serial commas)
· Ensure that patients are discussed with respect. (Ex: replace “subjects” with a more appropriate term, eg, “patients,” “participants,” “recipients,” “volunteers”)

	
	Common phrases that often need adjustment:

	
	· “and colleagues”
· “a total of”
· “due to” 
· “respectively”
· which vs. that 
· “data” [singular verb] 
· “post” 
· “versus” or “vs.”
	· Change to “et al”
· Delete, unless at start of sentence to replace long numbers
· Replace with “because of” in most cases (Note: due to = caused by)
· Reword to eliminate, in most cases
· Ensure words are used correctly
· Replace with “data” [plural verb] (Ex: data were]
· Replace with “after” when used as preposition
· Use “versus” in body text and headings; use “vs.” in tables and parentheses.

	
	Turn off Track Changes (when necessary)

	
	FINAL TOUCHES

	
	Run Spell Check 

	
	Update Fields for Cross-references
Attempt to correct any “Bookmark not Defined” errors; if it’s too complicated, ask author to correct.

	
	Change View to 100% and Look Over SR One More Time
· Make sure tables break cleanly over pages and that column headings are repeated, as necessary.
· Replace hyphens and spaces in bad line breaks with nonbreaking hyphens or spaces.

	
	Save Document 

	
	CHECK DOCUMENT BACK IN 
Indicate what was done to the SR in the Description box. (Ex: Edited SR. Minor changes. OR Standard edit/tracked changes.)

	
	Check Rendition in Viewer
· Open in Full Screen.
· Look for endnotes and cross-references coming in at a different size than the rest of the text or cross-references coming in not superscripted.
· Fix any issues, then re-upload a new version and repeat this step.

	
	Complete the Task
· Click Complete.
· If you’re in the Approval Cycle:
· And the instructions were to edit and track changes:
· And other reviewers are included in the approval cycle: Click Approved.
· And NO other reviewers are included in the approval cycle: Click Not Approved.
· And the instructions were to edit and activate:
· And you have NO questions or tracked changes: Click Approved.
· BUT you have questions or tracked changes:
· And other reviewers are included in the approval cycle: Click Approved.
· And NO other reviewers are included in the approval cycle: Click Not Approved.
· If you’re in the Review Cycle:
· Click Approved.
· Click Complete.

	
	Notes








Find and Replace









Great Catch!
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