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0 0O 0O O 380 Check spelling, paragraph numbering, and cross
references both manually and with your word processors spelling
and grammar checker. This almost goes without saying today,
especially since Microsoft Word now checks your spelling and
grammar as you type. L1 Unfortunately it also changes "per stirpes" to
"per stupid” if you fail to watch it closely..] And now there are even
computer programs that check contract documents for undefined
terms. DealProof is packaged with Corel WordPerfect for law offices,
and DocProofReader is available for download for MS Word 97 and
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(1 00 DocProofReader] I I 3901 Let your secretary or paralegal
read it. Not only will your staff frequently find spelling and grammar
errors missed by your word processors spell checker, but they will
find inconsistencies and confusing areas that you missed when
drafting. 00 U 0 D 0000000000 DOOO0OOO0OO
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000000 400 Stamp "Draft #1 6/22/2000" on it. This may be
the first of many drafts, so avoid confusion early by numbering and
dating all drafts at the top of the first page. It is also a good idea to
write "DRAFT" across the face of each page to preclude the
possibility of an impatient client signing a draft rather than waiting
for the final version. 400 U O O O OO OO O 02000 60 2201
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411070 Let your client read it. Letting the client in on reading the first
draft assures that your drafting will stay in tune with the clients
wishes. 410 0000000 00OO0OOOOOOOODOOO
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drafts as multiple files on your computer. If you save the first draft on
your computer as two files, you will have one file identified as the first
draft and the other identified as the current version. This can be done
by naming the current version "contract" and the first draft as
"contract.d1.” Then, subsequent versions can be named
"contract.d2", "contract.d3," etc., where the "d" in the extension
Indicates draft. [J Of course, if youre not using WordPerfect 5.1 for
DQOS, as | do, you can use long file names to show the contract name,
draft number and draft date, such as "Contract Smith Jones draft 2
datd6222000."0 20 0 000000000 0OOOOO0O0O
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[1 Compare the current version to prior versions. If you save draft
versions, it is very easy to compare one version to another using the
word processors compare feature or using the CompareRite
computer program. When you compare "contract.d1" to
"contract.d2", save the comparison as "contract.c21" and print it to
show the client what changes were made. 4300 O O O O 0O O O O
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