
Final checklist for authors 

 

 

The most important step in submitting a text for editing/translation is to re-read it carefully before 

submission, ideally after having set it aside for a while. Taking a fresh look —even if only after a lunch 

break— often turns up mistakes or inconsistencies easily missed during the original drafting. Here are 

some important last-minute pointers to keep in mind: 

 Make sure the verb tenses match up. It confuses readers when a text jumps between past and 

present or future without any clear reason. 

 Make sure all figures and tables are identified correctly (including sequential numbering) and 

that they are referred to in the body of the text. 

 Make sure there is no “hidden text” in the electronic file. 

 Make sure all tables are in editable format, i.e. NOT picture files. 

 Make sure all figures and diagrams are in picture format in the Word file, and that you also 

submit an Excel file in which these elements are the same and carry the same numbers. 

 Make sure section titles are consistent and concise. 

 Re-read the text for clarity and conciseness. 

 Run a spell check (including footnotes) but bear in mind that some potentially embarrassing 

typos are not picked up by spellcheckers (for example, “Untied Nations"). 

 Flag text that is based closely on previously published text or website material—not only can 

this help to speed up the processing of your document but it can also ensure greater accuracy. 

 Give references for any new terms you may have coined. For example, if your text introduces a 

concept for which no established English equivalent yet exists, include a note for the 

editor/translator indicating the original term. 

 Check to see that you have complied with the United Nations style conventions on numbers, 

dates etc. See the drafting guidelines for details. 

 Do not format your work using desktop publishing programs, such as Microsoft Publisher, as 

that will slow down the processing of your document. 

 


