
Spelling is checked by
WordPerfect 9 and referenced
against Compton’s Electronic
Reference Collection
dictionary.

Standards include: Plotnik,
Arthur; The Elements of Editing
(Macmillian, 1982); U.S.
NEWS, Stylebook ; The
Washington Post Deskbook on
Style - plus others.

References  include: Bartlett’s
Familiar Quotations; Roget’s
International Thesaurus; The
N.Y. Public Library Desk
Reference; The Oxford
Dictionary of Quotations 
...  and the collected works of
more than 200 of the world’s
most famous writers.

Copy-Editing Process Guide
Copy Author's raw-text to compatible CD work disk*
Retrieve each file in WordPerfect 9

======== Stage 1 Tasks ========
[In each task noted below changes that require the Author's 
review, concurrence, correction or advice will be Redlined.]
Correct spelling (1st pass)
Edit for irregularities and/or departures from standard English

< voice
< case
< tense
< person
< ... etc.

Edit for content
< credibility
< cohesiveness
< excessive

repetition
< germane examples
< idea flow

======== Stage 2 Tasks  ========
Review each section for...

< Grammar
< Punctuation
< All other English-language discrepancies

======== Stage 3 Tasks ========
Copy 2nd stage corrected file to 

< Master Disk
< Working Disk
< Author's A/B backup disk

Print out file in edit format (wide margins all four sides, double spaced, draft print)
Give copy and A/B disk to Author.

======== Author ========
< Comments and corrections.
Return marked-up material to WL with appropriate A/B backup disk

======== Stage 4 Tasks  ========
Strip old redline codes
Make remaining corrections, redline if necessary
< Print Second Draft for Author.
< Make backup disk
< Print second draft for Author
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Services available at added
cost include: Indexing, Table
of Contents, page formatting,
print for binding, footnotes &
endnotes, appendices
generation, graphic images,
tables, etc.

Page 2 - Stage 4, Continued

======== Author ========
Review Second Draft

======== Stage 5 Tasks  ========
After assuring that there are no further amendments by Author

Make final check 
< grammar
< punctuation
< spelling

======== Stage 6 Tasks ========
Strip redline codes
Save text on working disk and master disk
Print Proof copy for Author, single-spaced, page formatted
Copy to Author's A/B back-up disk
Give Author "backup master" disk

========= Author ========
Review Proof copy
< If any last minute changes - note and flag with post-it tab. Return Proof copy to WL with previous

generation master backup disk.

======== Stage 7 Tasks  ========
Incorporate last changes
Copy Master file to backup 
Copy master file Author's backup disk
Give Author's backup disk to Author

======== Stage 8 Tasks (All Parties) ========
Make a final review 

======== Author ========
Submit to production / publishing firm

* File transfers by e-mail or FTP at Author’s request.
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