B. Standards for Copy Editing 

A competent copy editor should be able to 

1. Identify and correct errors in spelling, usage, grammar, punctuation, and style. 

2. Ensure that sources are acknowledged in a form appropriate to the publication. 

3. In both text and art, check facts that fall within the realm of general knowledge; ascertain the mathematical accuracy of numerical material; and ensure internal consistency. 

4. Establish and maintain accuracy and consistency in the handling and styling of heads and subheads, tables, figures, captions, and lists. 

5. Treat non-English (especially French) terms and place names appropriately within English text. 

6. Use accepted symbols to mark copy for correction. 

7. Develop a style sheet; follow one that is provided. 

8. Negotiate copy-editing changes to the manuscript tactfully, and ensure that those and subsequent revisions do not create further problems. 

For all of these tasks, the editor should be familiar with major style guides, dictionaries, and general reference works, and know when to use them. 

Following are expansions of several of the points above: 

1a. Spelling 

i. Consistently recognize and correct 

· commonly misspelled words (e.g., accommodate, recede, millennium, occurrence) 

· tricky proper nouns (e.g., Colombia/Columbia, Ukrainian, Mulroney, Macdonald/McDonald) 

ii. Establish consistency in the use of the hyphen, en dash, and solidus in compound structures. 

iii. Understand variations among British, American, and Canadian styles (e.g., labour/labor, travelling/traveling, licence/license, organise/organize), and apply one that is appropriate for the intended audience. 

1b. Diction 

i. Recognize and correct common mistakes in usage (e.g, misuse of enormity, gratuitously, comprise/compose, affect/effect, uninterested/disinterested). 

ii. Demonstrate an adequate vocabulary to substitute words that more accurately convey the author's intent, yet have sufficient sensitivity not to make unnecessary changes. 

iii. Recognize and avoid or amend empty verbiage, obfuscating jargon, sexism, racism, and other potentially offensive or pejorative language. 

iv. Maintain consistency in the level of language established by the author, required by the publisher, or both. 

1c. Grammar and Syntax 

i. Recognize and correct such common problems as 

· dangling participles and misplaced modifiers 

· unclear antecedents for pronouns 

· lack of agreement between subject and verb 

· confusion in tense, number, or case 

· faulty parallelism 

· weak sentence constructions 

· confusion between restrictive and nonrestrictive constructions 

1d. Punctuation 

i. Understand the principles governing the use of punctuation marks, including period, question mark, colon, semicolon, comma (serial and parenthetical), em and en dashes, hyphen, quotation marks (single and double, opening and closing), and ellipsis points. 

ii. Use the full range of punctuation marks to achieve clarity (e.g., in a complex series in which the items themselves include punctuation). 

iii. Apply punctuation principles consistently and sensibly in text, lists, tables, figures, captions, etc. 

iv. Understand the differences between North American and British punctuation, and apply either convention or a hybrid as appropriate for the intended audience. 

1e. Mechanics 

Establish and maintain consistent patterns within each manuscript for 

· capitalization 

· abbreviated and spelled-out forms and symbols 

· arabic, spelled-out, and roman numerals 

· dates, addresses, telephone numbers, Web addresses, and so on 

2. Citations and References 

i. Recognize when citations are needed. 

ii. Apply current styles sensibly and without pedantry to bibliographies, in-text references, and footnotes/endnotes. 

iii. Recognize when a citation or bibliography entry is missing necessary information, and obtain or request it. 

iv. Recognize when permissions are required to use quotations, songs, photographs, illustrations, and other material, and obtain or request that the author obtain such permissions. 

3. Numeracy 

i. Recognize the peculiar pitfalls of text containing statistics, mathematics, or numerals, and know how to use decimals, fractions, percentages, and percentage points correctly. 

ii. Perform metric/imperial conversions correctly and consistently, in appropriate units and to an appropriate degree of precision. 

4. Tables, Art, and Figures 

i. Detect common errors in tables (e.g., variations within row and column heads and presentation of data; mathematical inaccuracy of row and column totals). 

ii. Check all art for consistency with text and with captions; check text for accurate references to illustrations, tables, figures, and their captions. 

iii. Write accurate labels and informative and interesting captions when necessary. 

6 and 7. Conventions and Tools of the Trade 

i. Use common practices and apply industry/house conventions and preferences for the use of 

· italics, roman, boldface, underlining, caps, and small caps 

· metric versus imperial measurements 

· spelling and punctuation styles 

· abbreviations and symbols 

· technical or trade terms 

ii. Use accepted copy-editing and proofreading marks. 

iii. Recognize the benefits and limitations of available software tools, such as search and replace, spell checkers, and grammar checkers, and correct errors that they overlook or introduce. 

iv. Recognize how on-screen editing differs from hard-copy editing (e.g., types of editing errors, tracking editorial changes), and take steps in the process to ensure high editorial quality regardless of the procedure or tools used. 

v. Given a spec sheet, a rough design, or sample pages, mark up a hard-copy manuscript for typesetting or word-processing, or insert codes directly into (or format) an on-line manuscript. 
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