
 
 

  
 

NR Edit Checklist 
 

 

Purpose/Content 
 The purpose of the NR is clearly indicated. 
 Any corrective action is clearly indicated. 
 The information is accurate and up to date. 
 The document contains only essential facts and no unnecessary details. 
 All questions raised by the document are answered. 

 
Organization 

 The document begins with a purpose statement and ends with a call to action. 
 Content organization is logical and appropriate. 
 Items are given in correct order. 
 Ideas are clearly and simply stated. 

 
Wording 

 Wording is specific. 
 Jargon is avoided and abbreviations are defined as necessary for primary and secondary 

audiences. 
 Words necessary for meaning have not been omitted. 
 All unnecessary words have been deleted; wordy phrases have been tightened. 
 The tone is appropriate for the audience and the subject matter. 
 Terminology is correct. 

 
Mechanics 

 Punctuation is correct and consistent. 
 Homonyms (there, their) and commonly confused words (affect, effect) have been double 

checked. 
 Capitalization is correct and consistent. 
 Plural verb forms are used with plural subjects: singular verb forms with singular subjects. 
 Singular pronouns replace singular nouns; plural pronouns replace plural nouns. 
 When “this” and “it” are used they refer to a specific word. 
 Verb tense is correct. 
 “I-me” and “who-whom” are used correctly. 
 There are no run-on sentences or sentences joined by commas (comma splices). 
 Modifiers are placed as close as possible to the words they explain. 
 No typos (typographical errors). 



 
 

  
 

 

 

 Mechanics (Continued) 
  
 No repetition of standardized language - if the circumstances are described appropriately, 

any public health concerns will be apparent. 
 Descriptions are in clear, concise terms, including the exact problem, time of occurrence, 

location, and effect on the product, if any 
 An explanation of how management was notified of the noncompliance 
 When there is a developing trend of noncompliance, a list of previous NRs and a description 

of how the NRs derived from the same cause.  
 Records of any discussions with establishment management regarding developing trends. 
 Any unsuccessful further planned actions taken by the establishment to the noncompliances. 
 Any applicable deadlines. 
 Whether a regulatory control action (tag) was taken. 
 Any discussions of a developing trend of noncompliance with establishment management. 
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