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Before You Send
Your Document
A practical preparation checklist for a clear quotation and efficient edit

1. The correct document
The latest complete version
A clear file name and version date
All tables, figures and appendices included
Track Changes accepted or explained

2. Requirements
Institutional or journal guideline
Required referencing style
Submission date and preferred completion date
Supervisor, reviewer or editor comments

3. Scope
Document type and qualification level
Accurate word count
Required service level
Sections excluded from editing, if any

4. Technical material
Complete reference list
Editable tables and figures where possible
List of abbreviations
Permissions for third-party material where applicable

5. Final confirmation
Personal details removed if unnecessary
Data and findings checked by the author
Institutional editing rules reviewed
Questions or areas of concern listed
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