MONISA ENTERPRISE - BUYER TOOL

Annotation Guideline QA Checklist

Use it: Before an annotation or linguistic-review guideline reaches the people who will apply it.

Live work instructions often contain unresolved rules and contradictory clarifications that only surface when

somebody applies them to real material. This checklist produces an approved clarification written back into

the instruction, rather than left in a call.

WHAT IT PRODUCES

An approved clarification, written back into the guideline itself, with the section that changed and

confirmation the working team received it.

THE CHECKLIST

This checklist is for the questions that surface only when somebody tries to apply the guideline to real

material. It does not replace a complete annotation QA standard.

ASK THIS

A USEFUL ANSWER IS SPECIFIC ABOUT

WHAT THE ANSWER ACTUALLY
TELLS YOU

What must be checked on every
item, even when no correction is
made?

When should a term be
translated, transliterated, or left
unchanged?

When should a disfluency, self-
correction, or recognition error
be kept, edited, or flagged?

What wins when the source form
and the surrounding context
disagree?

When must an annotator choose
unknown, ambiguous, or
abstain?

What happens when reviewer
feedback conflicts?

How does an approved
clarification reach everyone
doing the work?

The fixed checks, what can vary by item,
and a valid no-change example
alongside an example that needs action.

The rule for each language or variety,
with an example where script choice
changes the acceptable output.

One example of each action and the
reason the action changes.

The deciding rule and a neutral example

that does not contain real names or
source text.

The limit on inference, especially for

subjective or sensitive attributes, plus an

example of when not to force a label.

Which instruction has priority, who

resolves the conflict, and how the earlier

advice is marked as replaced.

Where the change is written, who
approves it, what section changed, and
how the team is told.

Whether the guideline defines
review, or only describes how to
edit obvious errors.

Whether two careful annotators
can reach the same form.

Whether the guideline protects
meaning or invites silent rewriting.

Whether names and entities will
be handled consistently without
exposing source material.

Whether the task rewards

unsupported guessing.

Whether different reviewers can
quietly create different rules.

Whether the answer becomes part
of the guideline or remains
trapped in a call or message.
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If one row here is hard to answer for your project, send us that row — you’ll get a written answer within
one working day, from a person, with no meeting and no follow-up unless you ask.
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This document is free to forward and to quote. No sign-in, no form, no follow-up unless you ask.
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