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FINAL PROOFREADING AND
PUBLICATION APPROVAL CHECKLIST

Mandatory final review before production and publication

For accepted manuscripts

FINAL-STAGE NOTICE

This is the authors’ last opportunity to identify and correct errors. After approval, the manuscript will proceed to final layout
and PDF production. Once the publication PDF has been created, no further corrections to language, author details, data,
tables, figures, references, formatting, or content can be guaranteed or accepted.

Response deadline: within 24 hours of receiving the final manuscript

How to use this checklist

1 Open the exact attached file in Microsoft Word and keep the file name unchanged.
p Turn on Track Changes and display All Markup before making any correction.
Review the manuscript in the sequence shown in this checklist.

Return one consolidated file and one explicit publication-approval email.
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MANDATORY FILE-HANDLING AND REVISION RULES

DO NOT ALTER THE ESTABLISHED FORMAT
The manuscript has already undergone technical processing, layout alignment, reference improvement, and minor

language editing. Do not change the established structure, section order, heading hierarchy, fonts, margins, spacing,
citation/reference style, table layout, figure placement, or other journal formatting.

[ ] Use the exact file attached to the editorial email. Do not work from an earlier version saved on your computer.

[ 1 Do not change the file name or its numerical designation (for example, “9. Paper”). The file name is required for internal
tracking and production.

[ 1 Turn on Track Changes before making any correction. All insertions, deletions, replacements, and formatting corrections
must remain visible.

[ 1 Use Word comments only when a correction requires a brief explanation or when the editorial office must make a decision.
Do not place ordinary corrections only in comments.

[ 1 Do not submit unmarked changes. Unmarked edits may be rejected because they cannot be reliably identified during
production.

[ 1 Do not accept or reject editorial changes, delete editorial notes, or modify protected styles unless the editorial office
expressly instructs you to do so.

[ 1 The corresponding author must coordinate all co-authors and return one consolidated manuscript. Do not send separate,
conflicting versions from individual authors.

[ ] At this stage, make corrections only. Do not rewrite sections, introduce new analyses, add new tables or figures, change
conclusions, or substantially expand the reference list unless an essential factual or ethical error must be corrected and
clearly explained.

AUTHORSHIP, NAMES, AFFILIATIONS, AND CONTACT DETAILS

[ 1 Verify the exact spelling of every author’s first name, middle name/initial, and family name, including diacritics and
capitalization.

[ 1 Confirm that the author order is correct. The author list and order must not be changed at the proofreading stage, except for
a clearly justified typographical correction.

[ 1 Confirm that affiliation superscript numbers or symbols connect each author to the correct institution(s).

[ 1 Check the complete official name of each department, faculty/school, university or organization, city, postal code where
applicable, and country.

[ 1 Verify the corresponding-author designation, email address, and any telephone or postal details included in the manuscript.

[ 1 Check all ORCID iDs carefully. Ensure that each ORCID belongs to the correct author and contains 16 digits in the standard
format.

[ 1 Ensure that present-address notes, equal-contribution notes, and other authorship notes are accurate and necessary.

[ 1 Any affiliation correction must be made with Track Changes. Any requested authorship change beyond a typographical
correction requires a separate written justification and approval from all authors and the Editor-in-Chief.

TITLE, ABSTRACT, KEYWORDS, AND ARTICLE METADATA

[ 1 Confirm that the title is accurate, grammatically correct, concise, and identical wherever it appears in the file and publication
metadata.

[ 1 Check that the abstract accurately reports the study purpose, methods, sample or data source, principal results, and
conclusion without contradicting the main text.

[ 1 Verify every number in the abstract against the Results section and the relevant tables or figures, including sample size,
percentages, means, coefficients, p values, and confidence intervals.

[ 1 Check that abbreviations are defined at first use in the abstract and again at first use in the main text, where appropriate.

[ ] Verify that the keywords are accurate, specific, consistently capitalized, and separated in the journal’s established format.
Do not introduce unnecessary synonyms or phrases not represented in the manuscript.

[ 1 Check article type, running title, acknowledgements in metadata, and any other front-matter information included in the file.
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TR
MANUSCRIPT STRUCTURE, HEADINGS, AND INTERNAL CROSS-REFERENCES

[ 1 Confirm that all required sections are present and appear in the correct order for the article type.

[ 1 Check that headings and subheadings accurately describe their sections and follow a logical hierarchy.

[ 1 Verify the numbering of sections and subsections. Look for duplicated, skipped, or incorrectly nested numbers.
[ 1 Do not change heading styles, fonts, sizes, capitalization patterns, indentation, spacing, or section order.

[ 1 Check every internal reference to a section, appendix, equation, table, or figure. The referenced number and title must exist
and must be correct.

[ ] Verify that appendices and supplementary materials are mentioned in the main text and labeled consistently.

[ 1 Check that the Introduction states the problem, research gap, objective, research questions, and/or hypotheses consistently
with the remainder of the paper.

[ 1 Confirm that the Methods describe the study actually reported and that the Results, Discussion, and Conclusion do not
introduce methods or data not previously described.

ENGLISH LANGUAGE, TERMINOLOGY, AND READABILITY

[ 1 Read the entire manuscript carefully, sentence by sentence. Do not rely only on automatic spelling or grammar tools.

[ ] Correct spelling, grammar, punctuation, missing or repeated words, sentence fragments, typographical errors, and unclear
wording.

[ ] Use one consistent variety of English throughout the manuscript. Do not mix British and American spelling without a justified
reason.

[ 1 Check subject-verb agreement, singular/plural forms, article use, verb tense, pronouns, prepositions, and punctuation
around citations.

[ 1 Use the same technical term for the same concept throughout the title, abstract, main text, tables, figures, and conclusion.

[ 1 Define each abbreviation at first use and then use it consistently. Remove unused abbreviations and avoid defining the
same abbreviation differently in separate sections.

[ 1 Check capitalization of proper nouns, geographical names, institutions, instruments, models, theories, laws, and
programmes.

[ 1 Ensure that claims are precise and supported by the reported evidence. Remove wording that overstates causality,
generalizability, certainty, novelty, or practical impact.

[ 1 Verify that all quotations are exact, enclosed in quotation marks where required, and accompanied by the correct citation
and page number when applicable.

[ 1 Check that no author query, editing note, placeholder, highlighted instruction, unfinished sentence, or drafting remark
remains in the manuscript.

LANGUAGE RESPONSIBILITY

Basic editorial language improvement does not transfer responsibility from the authors. The authors remain fully
responsible for the accuracy, clarity, meaning, and scientific correctness of every sentence in the approved version.
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TABLES - NUMBERING, TEXT CITATIONS, CONTENT, AND NOTES

MANDATORY TABLE CITATION FORMAT

Every table must be explicitly cited in the main text before it appears. Place the exact table reference at the end of the
relevant sentence, for example: “The results indicate significant differences between the examined groups (Table 1).” Do
not use vague expressions such as “the table below,” “the following table,” or “the table above.”

[ 1 Check that tables are numbered consecutively in the order in which they are first cited: Table 1, Table 2, Table 3, and so
forth.

[ 1 Confirm that no table number is duplicated, skipped, reversed, or assigned to the wrong table.

[ ] Cite every table at least once in the main text, using its exact number. The first citation must occur before the table itself.

[ 1 At the end of each sentence that directly summarizes or interprets a table, add the relevant citation, for example, “... (Table
2).”

[ 1 Verify that every table citation in the text corresponds exactly to an existing table and that no table is present without a text
citation.

[ 1 Check that each table title is placed above the table, is informative, and accurately describes the data presented.

[ 1 Verify all row labels, column headings, units, category names, sample sizes, totals, percentages, decimal places, signs,
symbols, and statistical abbreviations.

[ 1 Confirm that numerical values in the tables are identical to those reported in the abstract, Results, Discussion, and
Conclusion.

[ 1 Check denominators and missing-data handling. Percentages should correspond to the stated sample and should total
appropriately, allowing only for justified rounding or multiple-response items.

[ 1 Verify all statistical results, including test names, test statistics, degrees of freedom, p values, confidence intervals, effect
sizes, model coefficients, and significance symbols.

[ 1 Explain every abbreviation, symbol, superscript, significance marker, and special formatting convention in a note below the
table.

[ 1 Provide a source below the table when the table reproduces, adapts, or relies on material from another source, and confirm
that permission has been obtained where required.

[ 1 Ensure that tables remain editable and legible. Do not replace editable tables with screenshots or images.

[ 1 Check that tables are positioned close to the paragraph in which they are first cited, without changing the established journal
layout.

FIGURES, GRAPHS, MAPS, PHOTOGRAPHS, AND DIAGRAMS

[ 1 Check that figures are numbered consecutively in the order first cited and that every figure is cited in the text before it
appears, for example, “... (Figure 1).”

[ ] Verify that figure captions are placed below the figure and accurately describe what is shown.

[ 1 Check all axes, legends, labels, units, scale bars, north arrows, symbols, colors, category names, and panel labels such as
(@), (b), and (c).

[ 1 Ensure that text inside figures is readable at publication size and uses consistent terminology with the manuscript.

[ ] Confirm that plotted values and labels match the underlying data and the values reported in the text and tables.

[ 1 Verify image quality and resolution. Blurred, pixelated, distorted, cropped, or stretched figures must be corrected before
approval.

[ 1 Check the source and copyright status of every photograph, map, diagram, and third-party image. Confirm that required
permissions and source acknowledgements are present.

[ 1 Ensure that the meaning of a graph does not depend solely on color and remains understandable when printed or viewed by
readers with color-vision deficiencies.
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DATA, EQUATIONS, UNITS, AND STATISTICAL REPORTING

[ 1 Cross-check all sample sizes, subgroup sizes, dates, locations, measurement periods, and response rates throughout the
manuscript.

[ 1 Confirm that the same variable, scale, group, and category names are used consistently in the Methods, Results, tables,
and figures.

[ 1 Verify arithmetic, totals, percentages, averages, standard deviations, ranges, confidence intervals, and reported model
statistics.

[ 1 Check decimal separators, leading zeros, minus signs, inequality signs, mathematical symbols, and rounding. Apply
consistent decimal precision to comparable results.

[ 1 Ensure that p values and other statistics are reported consistently and are not contradicted by significance statements in the
text.

[ 1 Confirm that hypotheses and research questions are numbered consistently and that their stated support or rejection
matches the actual analyses.

[ 1 Use Sl units wherever applicable and verify all unit conversions. Insert a space between a number and unit where required
by the established style.

[ 1 Check that equations are editable, correctly numbered, and cited in the text. Verify every symbol and define it at first use or
in the List of Symbols.

[ 1 Confirm that no confidential, personally identifiable, or inadequately anonymized data appear in tables, figures, appendices,
or supplementary materials.

IN-TEXT CITATIONS AND REFERENCE LIST

DO NOT REFORMAT THE REFERENCE SYSTEM

The citation and reference style has already been technically aligned with the journal. Authors should verify accuracy and
completeness, but must not convert the manuscript to another citation system or change the established ordering and
layout.

[ 1 Confirm that every source cited in the text appears in the reference list and that every reference-list entry is cited in the text.

[ 1 Check author names, publication year, article or chapter title, journal or book title, volume, issue, page range, publisher,
DOI, and URL against the original source.

[ 1 Verify that citations point to the correct source and genuinely support the statement for which they are used.

[ 1 Check citation numbering or author-year details throughout the manuscript, including citations in tables, figure captions,
notes, appendices, and supplementary material.

[ 1 Remove duplicate reference entries and identify references that differ only because of spelling, punctuation, initials,
transliteration, or DOI formatting.

[ 1 Check that DOIs and URLs are complete and lead to the intended source. Correct broken, incomplete, or incorrectly
assigned identifiers.

[ ] Verify page numbers for direct quotations and specific source passages where required.
[ 1 Ensure that references to retracted or corrected publications are handled accurately and transparently.

[ 1 Do not add a large number of new references at proof stage. Any essential addition or deletion must be tracked and, where
not self-explanatory, briefly justified in a comment.
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TR
ETHICS, TRANSPARENCY, AND DECLARATIONS

[ 1 Verify the ethics-approval statement, approving body, protocol/reference number, and approval date where applicable.

[ 1 Confirm that informed-consent, privacy, confidentiality, and data-protection statements are accurate for studies involving
human participants.

[ 1 Check animal-research approvals and welfare statements where applicable.

[ 1 Confirm the Funding statement, grant number, funder name, and the funder’s role. If no funding was received, ensure that
the statement says so clearly.

[ 1 Verify the Conflicts of Interest statement for all authors.
[ 1 Check Author Contributions and ensure that the listed contributions accurately reflect the work performed by each author.

[ 1 Verify the Data Availability statement and any repository name, accession number, persistent identifier, or access
conditions.

[ 1 Check Acknowledgements carefully. Individuals who do not qualify for authorship should be acknowledged only with their
permission.

[ 1 Where generative Al tools were used beyond basic spelling, grammar, or language correction, verify that the required
disclosure accurately identifies the tool and purpose and confirms the authors’ responsibility for the content.

[ ] Confirm that permissions, licences, consent for identifiable images, and third-party material acknowledgements are
complete.

FINAL TECHNICAL INSPECTION BEFORE RETURNING THE FILE

[ 1 Display All Markup and review every tracked change to ensure that each correction is intentional and understandable.

[ ] Search the document for comments, highlights, placeholders, “XX,” “TBD,” question marks used as notes, unresolved editor
queries, and hidden drafting text.

[ 1 Check page breaks, paragraph breaks, widows/orphans, blank pages, split headings, overlapping objects, cropped figures,
and table rows that have become unreadable.

[ 1 Verify that hyperlinks, cross-references, footnotes/endnotes, equation numbers, and appendix labels point to the correct
content.

[ 1 Confirm that no section, table, figure, caption, reference, or declaration was accidentally deleted during correction.
[ ] Save the reviewed file without changing its original file name or numerical designation.
[ 1 Open the saved file once more to ensure that it is not corrupted and that all tracked corrections are visible.

[ 1 Attach only the final consolidated Word file to the reply. Do not send multiple competing versions unless specifically
requested.

IF NO CHANGES ARE REQUIRED

Do not return an unchanged manuscript unless requested. A short approval email is sufficient, but it must explicitly confirm
that the current version has been reviewed and approved for publication.
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AUTHOR APPROVAL AND REQUIRED RESPONSE

Deadline: Reply within 24 hours of receiving the editorial email and final manuscript.

[ ]11f corrections are required, return the same Word file with every change shown through Track Changes and include a clear
approval statement in the email.

[ 11f no corrections are required, send an explicit email confirming approval of the current version.

[ 1 The corresponding author’s confirmation will be understood as confirmation on behalf of all co-authors. The corresponding
author must therefore ensure that all authors have had an opportunity to review the final version.

[ ]11f the editorial office receives neither a corrected file nor an approval email within 24 hours, the version attached to the
editorial email will be treated as approved by the authors and may proceed to publication.

[ 1 After approval, the manuscript will move immediately to final layout and PDF production. No further corrections of any kind
can be guaranteed after the publication PDF is created.

Suggested approval wording for the corresponding author

“On behalf of all authors, I confirm that we have carefully reviewed the final version of the manuscript entitled
IMANUSCRIPT TITLE]' and approve it for publication in the International Journal of Disaster Risk Management. All
corrections, if any, are shown using Track Changes. We confirm that the author names and order, affiliations,
correspondence details, text, data, tables, figures, citations, references, and declarations are accurate and

complete.”

Author completion record

Manuscript title

File name / numerical

designation

Corresponding author
[ 1 Approved without corrections [ ] Approved with Track Changes

PUBLICATION SCHEDULE

Once approval is received, the manuscript will be sent for final layout preparation and is expected to become visible on the
journal website within the next few days. During the production process, the article may first appear as First Online, with its
title, abstract, keywords, and references displayed on the journal website.

Editor-in-Chief
Prof. Dr. Vladimir M. Cvetkovié
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