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Ten Questions for Every Transactional Document

1. Have I spelled the parties’ names correctly and used their proper corporate form?
2. Have I triple-checked all dates, numbers, and figures?

3. Have I included key boilerplate provisions (severability, merger, notice, dispute
resolution, choice of law, indemnity, counterparts, assignment)?

4.  Have I used all defined terms at least twice?

5. Have I done a global search for client names that appeared in the precedent?
6. Have I verified that all cross-referenced paragraph numbers are still accurate?
7. Have I labeled exhibits and schedules consistently?

8. Have I labeled cross-referenced paragraphs consistently?

9.  Have I used a consistent format for numbers and currencies?

10. Have I been consistent with margins, line spacing, and paragraph spacing?
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