Checklist for a Revised Document

To be completed prior to submitting the first draft.
	QUESTION
	RESPONSE
(Y/N)
	COMMENTS

	GENERAL
	
	

	Has the Project been approved by the A-6 Panel?
	
	The project cannot start until this has been achieved.
If there is a significant change to the Rationale and/or the Scope as the document is being developed, then the project is to go back to the A-6 Panel and the Steering Council for their affirmation, or not.

	Has the Project been approved by the SAE?
	
	1. The project cannot start until this has been achieved.
2. The SAE will provide the document in the correct format when they have approved the project.

	
	
	

	REVISION STATUS
	
	

	Is there an (R) in front of the title if the document has undergone a major revision?
	
	

	Are there change bars next to the revised text if the document has undergone a minor revision?
	
	Refer to the Style Manual for details.

	Are all the mandatory sections and associated text included in the document?
	
	Consult the Style Manual and Document Quality Presentation.

	
	
	

	REVISED TEXT
	
	

	Has the correct style associated with each paragraph been used?
	
	Consult the Style Manual and Document Quality Presentation.

	Is the paragraph numbering consistent and no section heading is missing its number. 
	
	

	Is the figure and table numbering correct?
	
	Numbering is sequential and figure/table is next to text referring to figure or table.

	Has the correct figure and table title format been used?
	
	The Style Guide provides details.

	Are the equations correctly listed?
	
	

	Has the Microsoft equation editor been used for writing the equation
	
	The Style Guide provides details on how to use it.

	Are metric equivalent dimensions consistently provided? Are they as per the Style Manual?
	
	

	Are the figures clear and easily reproducible?
	
	If not, redraw the figures.

	If the tables have been imported, is the data easy to read?
	
	If not, arrange for the tables to be retyped.

	If the document is an AIR has the use of the term “should” only been used?
	
	The use of the term “shall” is incompatible for an Information Report.

	If the document is an ARP, has the use of the term “should” been used throughout except when referring to airworthiness or government regulations?
	
	“Shall” is only be used when referring to airworthiness or government regulations.

The term “must” is not applicable as this is a legal term.


	QUESTION
	RESPONSE
(Y/N)
	COMMENTS

	FRONT PAGE
	
	

	Is the type of document correctly identified, the document number and the Revision Letter provided?
	
	Type the data in applicable sections at the top of 1st page.

	Is the original publication draft date and the superseded revision provided?
	
	

	Is the draft date provided?
	
	Note – this should be in the header for the remaining pages of the document.

	If the title has been changed, has this been agreed by the A-6 Steering Council and the SAE committee?
	
	

	Rationale – does it clearly state why the document has been revised
	
	

	Rationale - has the current version been reviewed by the panel and steering council?
	
	Refer to the first item under GENERAL

	Is the copyright date correct?
	
	Type the year on front page.

	Has the PRODCODE been completed?
	
	Replace PRODCODE with document reference.

	
	
	

	FOREWORD
	
	

	If used, does it just provide the background for the generation of the document?
	
	Does not repeat the scope.

	
	
	

	TABLE OF CONTENTS
	
	

	If used, has it been automatically generated?
	
	The Style Guide provides details on how to generate it.

	
	
	

	SCOPE
	
	

	Does it repeat the item name and its modifiers as shown in the title?
	
	

	Does it briefly describe only the applicability of the document?
	
	

	If the scope has been changed, has this been agreed by the A-6 Panel and A-6 Steering Council? 
	
	

	Has the current version been reviewed by the panel and steering council?
	
	Refer to the first item under GENERAL

	
	
	

	REFERENCES
	
	

	If the document is an AIR, has the statement “In the event of conflict between the text of this document and references cited herein, the text of this document takes precedence” been deleted?
	
	This text is redundant for an AIR.

	Are all the documents referred to in the document listed in section 2.1?
	
	Other non-referenced documents can be included in Related Publications.

	Are the documents’ sources correctly listed?
	
	Including telephone numbers and website addresses.


	QUESTION
	RESPONSE
(Y/N)
	COMMENTS

	Are the references published and can be easily obtained?
	
	1. SAE documents that are in preparation cannot be listed.

2. If the document is either difficult to obtain, or cannot be obtained:

· Rewrite the text to remove the reference.

· Move the reference to the Related Publications section.

	
	
	

	DEFINITIONS
	
	

	Has ARP4386 been referred to?
	
	Recommend referring to ARP4386 in the document immediately after the title.

	Are the definitions already in ARP4386?
	
	If so, then remove them – if not then advise the A-6 Secretary for inclusion in a future update of ARP4386.

	
	
	

	PREPARED BY
	
	

	Has the PREPARED BY statement been compiled in conformance with A-6 policy?
	
	

	APPENDICES
	
	

	Is the numbering of the paragraphs in line with the Appendix Number
	
	For example A.1, Figure B.1.

	
	
	

	REVIEW
	
	

	Has the document been spell checked?
	
	Consult the Style Manual and Document Quality Presentation.

	Have all the changes to the document been clearly identified?
	
	For example, has “Track Changes” been used or the text is highlighted in Yellow, or a red font has been used?

	Has a document been provided that details the changes and the reasons for the changes? 

NOTE:  This should be sent to the SAE as a supplementary document at the same time as sending the revised document for the ballot.
	
	When the draft is balloted, it will assist the reviewer to assess the changes.

	Prior to submission for ballot, has the document been robustly reviewed by a peer?
	
	


Note:  Please consult the Style Manual and Document Quality Presentation for suggestions on how to make the document easy to read.
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