10-Minute Document Review Checklist
Claude AI for Beginners 2027 · Project 2 · Chapter 4
Use this every time someone sends you a long document and expects a response.
Before you start
☐  I am allowed to share this document with Claude
☐  I removed anything I should not upload
The six steps
	Step
	What to do
	Done

	1
	Attach the document
	 

	2
	Ask for a five-bullet summary and a list of anything needing my decision, with section numbers
	 

	3
	Ask what is missing, unclear, or risky, with the relevant text quoted
	 

	4
	Ask: which clauses or terms could cost us money or time later?
	 

	5
	Ask for a draft reply raising the top three concerns as questions
	 

	6
	Read every section Claude flagged myself, then send
	 


 
Notes
Top three concerns
 
 
Questions for the sender
 
 
What I decided
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