board editions A working PDF handoff checklist

Before you publish
or send the PDF.

For HOA and condo document handoffs. One approved reference, a copy you retrieve, and a recorded
human decision.

|:| 01 Identify the approved reference

Confirm with the responsible person which PDF is approved. Keep that exact file as your reference;
a filename alone is not approval.

(] 02 Retrieve the destination copy manually

Download the PDF from the portal, website or print/mail partner yourself. Note where and when you
retrieved it. Board Editions does not connect to or verify that destination.

|:| 03 Compare the selected files

Choose the approved PDF and retrieved copy in the free checker. Exact copy means identical
selected file bytes, even if the names differ.

|:| 04 Inspect and resolve differences

Different file means different bytes. Content, metadata or export settings can cause this. Open both
PDFs, review relevant content and resolve the difference with the responsible person.

|:| 05 Record the human decision

Mark your review and save the JSON check record before leaving. Keep approval or follow-up in
your existing team process; the tool does not approve the document.

What this does not check

Content correctness, legal sufficiency, portal access, physical print or delivery. An exact match proves selected-file byte
identity; it does not establish approval or what residents received.

Free PDF copy check: boardeditions.com

PDFs stay in your browser. No upload or account. Operated by Modern Labyrinth.
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