Checklist for Editing Your Manuscript

By Andreas Ramos
andreas@andreas.com
andreas.com

Two-Pass Writing

Do not make countless revisions. Write an outline. Turn that into a manuscript. Ask reviewers for comments. Based on their comments, make changes to produce a second manuscript. Do not add new material or make substantial changes in the second manuscript. Review for grammar, punctuation, and style.
· Write a short outline that fits on one page
· Use that to develop a full outline (this may be up to 30-50 pages) with headings, sub-headings, and bullet points

· Ask reviewers to review and comment on the short outline and the full outline

· Write the first manuscript by filling out the bullet points

· Submit to review (both expert and naïve users)

· Make changes based on the comments.
· Submit the manuscript to copy editor for review
The following assumes that you use Microsoft Word or Adobe Framemaker. These have automatic insertion and updating of pagination, table of contents, indexing, references, and similar.

General Style

	
	Define the audience, voice, and focus before you start writing

	
	Be supportive and equal. Act as a resource. Listen to concerns. Encourage collaboration and group activity. Offer projects. Show usefulness.

	
	Add useful illustrations, style, look-and-feel, artwork, tutorials, and examples.


Copy Editing (Checklist)
	
	Minimal rewriting in this pass.

	
	Check the style and font usage, Heading 1, Heading 2, Heading 3, Body, Bullet, List, Note, Code, Illustration heading, etc.

	
	Headings follow hierarchies.

	
	See if headings make sense.

	
	Italicize entries on first appearance

	
	Trademarks: Trademarked names are marked at first mention. Trademarks are adjectives which modify nouns. Do not use trademarks as nouns, possessives, or plural. 

	
	Check contact info

	
	Write in short clear sentences in Standard International English for easy localization

	
	Don’t use violent language such as “kill, freeze, crash”.

	
	Punctuation, capitalization, subject-verb agreement

	
	Numbered lists are numbered correctly

	
	Lists are in alphabetical order (if necessary)

	
	Glossary is in alphabetical order

	
	Graphics are numbered and labeled

	
	Tables are numbered and labeled

	
	Table of Contents (TOC)

	
	List of Tables (LOT)

	
	Add cross-references

	
	Add index (see next table)

	
	Check book titles

	
	No bold for spaces, commas, periods, etc.

	
	Delete author’s notes

	
	Delete double spaces

	
	Delete double paragraph marks

	
	Delete spaces at end of paragraphs

	
	Delete spaces at beginning of paragraphs

	
	Spell check

	
	Check hyphenation

	
	Check page breaks

	
	Check pagination

	
	Check pagination, TOC, LOF, LOT, indexing, and cross-references again


How to Create an Index

	
	Print the manuscript and use this list to look for items to index

	
	5% Rule: 5 pages of index for 100 pages of text

	
	Anticipate what the reader may seek

	
	Create multiple entries for the same item

	
	Ask Subject Matter Experts, esp. to review the manuscript for indexable items

	
	Capitalize an entry only if it is a proper noun, an acronym, or an abbreviation

	
	Index the headings of chapters and major sections

	
	How to perform a task.

	
	The product or service’s main features

	
	Definition of a term

	
	Explanation of concepts

	
	Main topics of paragraphs

	
	Important concepts

	
	Acronyms

	
	Abbreviations

	
	Menu options

	
	Screen names, field names

	
	Functions, commands, parameters

	
	Screen messages, notes, cautions, and warnings.

	
	Tables

	
	Illustrations

	
	Examples

	
	Footnotes

	
	Appendix entries

	
	Glossary entries

	
	Bibliography entries


PAGE  
Editor’s Checklist
Page 1 of 3

