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Documentation Process Review Confirmlist

	Document Title:
	Review Date:

	Document Reviewer(s):
	Document Author:

	Section
	Item
	Y
	N
	Comments/Changes

	Cover Page
	Confirm that the template was used.
	☐	☐	

	
	Confirm SCO Logo and font type Arial is 12 point.
	☐
	☐
	

	
	Name of Department (California State Controller’s Office). Font type Arial is 24 point.
	☐	☐	

	
	Confirm the title of the document in between the lines. Font type Arial Bold, is 24 point.
	☐	☐	

	
	Confirm Major Process Title(Arial 18), BusinessProcess Title (Arial 16), Sub Process Title (Arial 14). 
	☐	☐	

	
	Confirm there is no Header or Footer on the cover page.
	☐	☐	

	Revision History
	Confirm that the formatting style for the “Revision History” title is Heading 1.
	☐	☐	

	
	Confirm that all columns, “Date,” “Revision,” “Author,” and “Description” are populated when updated(Arial Bold 12). Body of the table is Font Arial 10.
	☐	☐	

	
	
	☐	☐	

	



Table of Contents
	Confirm each section of the document reflects correct page numbers, headings and are aligned correctly.
	☐	☐	

	
	Confirm correct font sizes and colors to match the documentation standards.
	☐	☐	

	
	Appendices are identified correctly.
	☐	☐	

	
	The sequence of numbers  and format in the Table of Contents is correct.

	☐	☐	
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	Document Title:
	Review Date:

	Document  Reviewer(s):
	Document Author:

	Section
	Item
	Y
	N
	Comments/Changes

	Document Style
	
	☐	☐	

	
	
	☐	☐	

	Document Format
	All Headings and Sections are correctly aligned with correct Font Size.
	☐	☐	

	
	Business Process step numbers are mapped to flow documentation.
	☐	☐	

	
	The document uses consistent tense and the flow between the sections are smooth.
	☐	☐	

	
	When changes are saved to the business process document, confirm that corresponding PDF file is also updated.
	☐	☐	






	
Documentation Process Review Confirmlist

	Document Title:
	Review Date:

	Document Reviewer(s):
	Document Author:

	Section
	Item
	Y
	N
	Comments/Changes

	Header
	Confirm to see if the header has 
SCO logo on the left upper corner and the document title on the right upper corner in the format per template.
	☐	☐	

	Footer
	Confirm page number appears right justified with font Arial in 10. Confirm to see if they match with the Table of Contents and page numbers have current page and total number of pages (Example: 1 of 4).
	☐	☐	

	



Presentation
	Confirm each section of the document reflects correct page numbers, headings and are aligned correctly.
	☐	☐	

	
	The document is consistent with the template. Confirm the Heading font size  and color. Confirm the body font size  and color. 
	☒	☐	

	
	An electronic spell check has been completed and document checked against grammatical errors.
	☒	☐	

	
	Steps and corresponding screen shots are accurate and complete.
	☐	☐	

	
	All hyperlinks have been tested and work.
	☐	☐	

	
	Each page has been checked for correct margins (Left and Right, Top and Bottom).
	☐	☐	

	
	Confirm the Process Name matches the dashboard.
	
	
	

	
	Each page has been checked for correct margins (Left and Right, Top and Bottom).
	☐	☐	

	Appendix
	Confirm all links are correct and working.
	☐	☐	
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