
Sample manuscript appraisal checklist: 
 

 Have you checked the manuscript against the editorial brief?  
 Have you got what you expected? If not – what actions do you need to 

take to rectify this? 
 Is the manuscript suitable for the chosen publishing format? If not, what 

actions do you need to take to make it suitable? If it’s to be used across 
multiple channels (e.g. print and digital formats) how will it need to be 
edited to suit different formats? 

 Does the manuscript meet the goals of the editorial brief/publication 
brief? Does it contain the information you need it to? If not, this needs 
addressing now. 

 Ask yourself – what do your readers/potential readers require? Does the 
manuscript meet their requirements? If not, what changes do you need to 
make? 

 Is the level of information appropriate for the readers’ level of 
knowledge/experience/expertise? If it’s not, how does it need to be 
amended? 

 What style of language is suitable for your readers? Is the register/tone of 
the language used in the manuscript appropriate for your readers? Is it 
too formal, too informal or just right? Is the language too technical, too 
basic? You need to ensure that the register is appropriate for your 
intended audience. 

  Is the vocabulary suitable for your audience? If not, what steps do you 
need to take to address this with the author? 

 Is the language inclusive? Is it aligned to the perceived educational and 
cultural backgrounds of your readers? (Are there any notes on this in 
your style guide that will help make editorial decisions?) 

 How will readers use the content? Will they read it in its entirety? Will 
they dip in for specific information? Will they want to file it and refer to it 
in the future? The answers will influence some of the decisions you make 
about structure. 

 Does it contain anything that might present legal issues? 
 Does the manuscript contain any text protected under copyright law? If it 

does, what action do you need to take? 
 Does the manuscript contain anything that would compromise legislation 

relating to defamation, contempt, trademarks or trade practices? If it 
does, what steps do you need to take to address this? 

 Does the manuscript need to adhere to a particular publication style, 
house style or corporate identity?  

 Is the manuscript the right length? How much text is needed? Refer to the 
editorial brief. What will you do if it’s much too short/long for the 
requirements? How might you address this with your 
author/contributor? 

 When reading the manuscript, have you identified additional 
opportunities that you might wish to explore that would support the 
editorial goals? How would you handle this? 

 What are the strengths/weaknesses of the text? What can you do to 
address the weaknesses now? 


