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Pre-copy-editing checklist
To assess the readiness of a protocol/review/update for copy-editing
Version and date: V1, 11 July 2012
Prepared by: Cochrane Editorial Unit, Copy Edit Support and Cochrane Editorial Resources Committee
Complete and send the checklist along with the article (protocol/review/update) to Copy Edit Support. This checklist outlines the checks that editorial teams should address before a copy-editor can start their work. Copy Edit Support reserves the right to return the article to the editorial team if some of the checks have not been completed. The copy-editors welcome notes to help them copy-edit the article (insert in section 1), and these can include notes about any of the checks that cannot be completed for a particular reason or specific editing requests. Section 5 has more information about this checklist and the copy-editors’ checklist. 
1. Protocol/review details
	Title
	

	Cochrane Review Group
	

	Date sent to Copy Edit Support
	

	Notes for the copy-editor
	Note if this protocol/review should be copy-edited using American English.
Note if the document is very long.
Note if there are any standard sections (such as the methods section) which should not be copy-edited.


2. For protocols and reviews
	No.
	Y/N
	Check

	1
	
	Highlighting, notes, and tracked changes: removed, or added to section 1 asking copy-editor to ignore

	2
	
	Review Manager (RevMan) validation check: (1) completed; and (2) all errors corrected and all warnings addressed (where possible)

	3
	
	Optional headings: (1) relevant RevMan optional headings activated and used where appropriate (ie do not insert a similar free-text heading), and (2) unused headings deactivated

	4
	
	Heading styles: appropriate RevMan heading style applied for additional headings

	5
	
	Text style and content: (1) text is clear, concise, and preferably in the active voice; (2) technical and medical terms explained for non-expert readers; and (3) facts, figures, and statements supported with references

	6
	
	Acronyms and abbreviations: used sparingly and defined on first use (in abstract, plain language summary, and main review text)

	7
	
	Author details: (1) authors’ names, details, contributions, declarations of interests, and sources of support included; and (2) contact person identified

	8
	
	Intervention names, comparison names and outcome measures: expressed consistently throughout

	9
	
	Referencesa – journal articles: provided article title, journal name in full, first six authors (if more than six authors), volume, issue, and page numbers

	10
	
	References – other types: (1) date accessed provided for publications on the Internet; and (2) other references checked against the Cochrane Style Guide


aCopy-editor may make general recommendations for changes if many errors need correcting.
3. For reviews only (complete in addition to section 2)
	No.
	Y/N
	Check

	1
	
	Internal consistency: (1) substantive information consistent across sectionsa; and (2) no new information has been added to ‘Abstract’, ‘Plain language summary’, or ‘Authors’ conclusions’ only

	2
	
	Structuring and labelling results: (1) order of outcomes given in ‘Types of outcome measures’ used to structure the ‘Effects of interventions’ and ‘Data and analyses’; (2) ‘Data and analyses’ checked to ensure comparisons entered as comparisons, outcomes as outcomes, and subgroups as subgroups

	3
	
	Effects of interventions: results follow the order of comparisons and outcomes specified in the protocol, following in particular the distinction between primary and secondary outcomes

	4
	
	Effects of interventions: (1) results given for each comparison, outcome, subgroup, and sensitivity analysis as in the ‘Methods’, including those for which no results were found and those that were not statistically significant; and (2) results presented using the statistics and methods described in ‘Data collection and analysis’ 

	5
	
	Forest plots: (1) empty forest plots deleted; (2) no totals displayed if only one study included; (3) group labels changed from ‘Experimental’ and ‘Control’ to actual intervention/control; (4) graph labels changed from ‘Favours experimental’ and ‘Favours control’ to the actual intervention/control; (3) graph labels indicate the correct direction of effect; and (5) scale set so the point estimates and confidence intervals can be seen clearly in each forest plot

	6
	
	Risk of bias tablesb: judgement and supporting statement added for each itemc for each included study

	7
	
	Summary of findings tablesb: following provided or specified – (1) population group; (2) intervention and comparison; (3) patient-important outcomes (including scales, scores, follow-up); (4) number of participants and studies for each outcome; (5) one baseline risk for each dichotomous outcome, and baseline scores for continuous outcomes (if appropriate); (6) summary of the intervention effect (if appropriate); and (7) GRADE score for quality of the body of evidence and supporting justifications in footnotes

	8
	
	Methods post-protocol changes: reported in ‘Methods’ and ‘Changes between the protocol and the review’


aIncluding the ‘Abstract’, ‘Plain language summary’, ‘Summary of Findings’ table; ‘Background’, ‘Methods’, ‘Results’, ‘Data and analyses’, ‘Discussion’, and ‘Authors’ conclusions’. bMandatory (risk of bias) or highly desirable (summary of findings) for new Cochrane Reviews, but no agreed standards for updates. cRandom sequence generation, allocation concealment, blinding of participants and personnel, blinding of outcome assessment, incomplete outcome data, selective outcome reporting, and other sources of bias.
4. For updates only (complete in addition to section 2 and 3)
	No.
	Y/N
	Check

	1
	
	‘What’s New’ events: selected (1) ‘Update’ and (2) ‘New citation: conclusions not changed’ or ‘New citation: conclusions changed’) and appropriate descriptions given

	2
	
	Search dates and details updated: in the (1) ‘Abstract’, (2) ‘Plain Language Summary’, and (3) ‘Search methods for identification of studies’

	3
	
	Changes to methods: any changes since the last published version reported in ‘Methods’

	4
	
	Results updated across all relevant sections: ‘Abstract’, ‘Plain Language Summary’, ‘Results’, ‘Discussion’, ‘Conclusions’, ‘Data and analyses’, ‘References’, ‘Summary of findings’ table, and any  other tables (if relevant)

	5
	
	Reference to current published version: (1) included reference to current version of the review in ‘Other published versions of this review’; and (2) reference cited in main text


5. About this checklist
This checklist is based on the Cochrane Handbook of Systematic Reviews of Interventions, the methodological standards for the conduct of new Cochrane intervention reviews (MECIR), the Cochrane Style Guide, and additional resources developed by a number of Cochrane Review Groups. This checklist is complementary to the copy-editor’s checklist (used by Copy Edit Support), which is available on the Editorial Resources Committee website (Archie login required).
