Copy Editor List Draft

· mechanical (detailed) edits: close and detailed review for 

· consistency of 

· capitalization 

· spelling 

· hyphenation 

· terminology

· grammatical correctness and other matters of syntax 

· punctuation 

· type fonts, styles, and sizes 

· number usage 

· compliance with  

· The STC Houston Style Guide 

· trademark and copyright guidelines 

· FrameMaker formats

· conciseness 

· completeness 

· clarity  

· and many other details of style 

· substantive (essential, basic, and deep) edits: 

· rewriting 

· recasting to eliminate 

· gender bias 

· unnecessary passive voice 

· verbosity 

· awkwardness

· reorganizing 

· suggesting different ways to present material

· assure that edits clarify and do not corrupt the given information 

· make  recommendations on the structure, organization, format, and layout

