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How	
  oHen	
  do	
  you	
  edit	
  perfectly?	
  	
  

1.  Always!	
  

2.  Some7mes	
  things	
  fall	
  through	
  the	
  cracks.	
  

3.  A	
  lot	
  falls	
  through	
  the	
  cracks	
  …	
  a	
  lot	
  of	
  the	
  7me.	
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The	
  complexity	
  is	
  overwhelming	
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Just	
  to	
  be	
  an	
  editor	
  …	
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What	
  to	
  do?	
  

§  Get	
  more	
  training?	
  

§  Just	
  try	
  harder?	
  
§  Hang	
  kiXy	
  posters?	
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Checklists	
  can	
  help	
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Powerful	
  results	
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Wow.	
  

	
  

10%	
  →	
  0	
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Powerful	
  results	
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Wow.	
  

	
  

60%	
  drop	
  in	
  3	
  months.	
  
Outperformed	
  90%	
  of	
  ICUs	
  

na7onwide.	
  



©	
  2015	
  	
  |	
  	
  page	
  12	
  	
  

Today	
  

§  Edi7ng	
  checklists	
  
§  Client	
  checklists	
  
§  Personal	
  checklists	
  and	
  micro-­‐checklists	
  

§  Intake	
  checklists	
  
§  Proofreading	
  checklists	
  
§  Good	
  vs.	
  bad	
  checklists	
  
§  Next	
  steps	
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Ques7ons	
  or	
  comments?	
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What	
  does	
  a	
  copy	
  editor	
  do?	
  	
  

“Copy	
  editor:	
  a	
  person	
  whose	
  job	
  is	
  to	
  prepare	
  	
  
a	
  book,	
  newspaper,	
  etc.,	
  for	
  prin@ng	
  	
  
by	
  making	
  sure	
  the	
  words	
  are	
  correct.”	
  

—	
  Merriam-­‐Webster’s	
  Collegiate	
  Dic@onary,	
  11th	
  edi@on	
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Customer-­‐specific	
  checklists	
  

§  Unique	
  to	
  that	
  client	
  
§  Super	
  important	
  to	
  that	
  client	
  

§  Different	
  from	
  your	
  normal	
  editorial	
  style	
  	
  
(i.e.,	
  whatever	
  you’re	
  used	
  to)	
  

§  Dorky,	
  weird,	
  or	
  annoying	
  
§  Easy	
  to	
  forget	
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Customer-­‐specific	
  checklists	
  

Customer	
  1	
  

§  ABC→	
  Alpha	
  Bravo	
  Charlie	
  

§  DOD	
  →	
  DoD	
  

§  %	
  →	
  percent	
  

§  federal	
  government	
  →	
  Federal	
  
Government	
  

§  U.S.→	
  United	
  States	
  (n)	
  

Customer	
  2	
  

§  Delta	
  Echo	
  Foxtrot→	
  DEF	
  

§  DoD	
  →	
  DOD	
  

§  percent	
  →	
  %	
  

§  Federal	
  Government	
  →	
  federal	
  
government	
  	
  

§  United	
  States	
  →	
  US	
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“Check	
  italics”	
  

§  itals	
  for	
  reference	
  callouts,	
  but	
  not	
  parentheses	
  (3,	
  4–9,	
  15)	
  
§  itals	
  for	
  single-­‐leXer	
  variables	
  (x	
  +	
  3);	
  Roman	
  for	
  variables	
  denoted	
  by	
  
two	
  or	
  more	
  leXers	
  (xy	
  +	
  3)	
  

§  itals	
  for	
  run-­‐in	
  lists,	
  such	
  as	
  (a)	
  dogs	
  and	
  (b)	
  cats	
  
§  itals	
  for	
  parts	
  of	
  a	
  figure,	
  e.g.,	
  Figure	
  2a	
  
§  no	
  itals	
  for	
  emphasis	
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“Check	
  figures	
  and	
  tables”	
  

	
  
§  Set	
  Table	
  Titles	
  Like	
  This	
  	
  
§  Set	
  Figure	
  7tles	
  like	
  this.	
  
§  All	
  caps	
  for	
  heads	
  and	
  spanner	
  heads;	
  only	
  cap	
  first	
  word	
  in	
  stub	
  
headings	
  

§  Put	
  notes	
  for	
  tables	
  in	
  this	
  order:	
  NOTE,	
  footnote	
  in	
  superscript	
  itals,	
  
SOURCE	
  

§  Pull	
  notes	
  from	
  figures	
  into	
  cap7ons	
  or	
  text	
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Read	
  me	
  files	
  

§  A	
  set	
  of	
  reminders,	
  rather	
  than	
  “to	
  dos”	
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Personal	
  checklists	
  

List	
  your	
  personal	
  bugaboos:	
  

§  Things	
  you	
  always	
  forget	
  
§  Things	
  that	
  are	
  “wrong”	
  for	
  a	
  par7cular	
  client,	
  but	
  that	
  don’t	
  look	
  
wrong	
  to	
  you	
  

§  Things	
  you	
  hate	
  to	
  do	
  
§  Things	
  you	
  resent	
  doing	
  
§  Things	
  that	
  would	
  be	
  disastrous	
  if	
  you	
  forgot	
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Personal	
  checklists	
  

§  addi7onally	
  →	
  in	
  addi7on	
  

§  over	
  →	
  more	
  than	
  

§  data	
  	
  →	
  plural	
  

§  (ACROs)	
  →	
  (ACRO)	
  	
  

§  Send	
  7mesheet	
  at	
  end	
  of	
  each	
  day!	
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Intake	
  checklists	
  

A	
  reminder	
  of	
  all	
  the	
  ques7ons	
  you	
  need	
  to	
  have	
  answered	
  before	
  you	
  
can	
  start	
  a	
  project	
  

§  Project	
  scope	
  
§  Project	
  schedule	
  
§  Default	
  style	
  and	
  style	
  informa7on	
  

§  Es7mate	
  required?	
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Micro-­‐checklists	
  

For	
  tasks	
  that:	
  

§  Stress	
  you	
  out	
  
§  You	
  don’t	
  do	
  oHen	
  and	
  flail	
  around	
  to	
  remember	
  how	
  

§  Are	
  cri7cally	
  important	
  

§  Are	
  onerous	
  and	
  require	
  mul7ple	
  steps	
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Proofreading	
  checklists	
  

For	
  publica7ons	
  that	
  have	
  already	
  been	
  designed:	
  

§  Scour	
  each	
  page	
  of	
  the	
  publica7on	
  
§  Look	
  for	
  dis7nct	
  elements	
  	
  

§  Look	
  for	
  repea7ng	
  elements	
  

§  List	
  each	
  item	
  that	
  must	
  be	
  checked	
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Ques7ons?	
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What	
  works	
  and	
  what	
  doesn’t	
  

§  Keep	
  it	
  brief	
  
§  Focus	
  on	
  the	
  killer	
  items—“the	
  steps	
  that	
  are	
  most	
  dangerous	
  to	
  skip	
  
and	
  some7mes	
  overlooked	
  nonetheless”	
  

§  Use	
  simple,	
  precise	
  words	
  

§  Fit	
  to	
  one	
  page	
  
§  Keep	
  cluXer-­‐free—no	
  colors,	
  highlights,	
  text	
  boxes,	
  etc.	
  

§  Use	
  uppercase	
  and	
  lowercase	
  text	
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Plus,	
  you	
  must	
  …	
  

§  Test	
  it	
  in	
  real-­‐life	
  sevngs	
  

§  Repeat	
  un7l	
  it	
  works	
  consistently	
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Good	
  checklists	
  

§  Don’t	
  try	
  to	
  spell	
  out	
  everything	
  
§  Precise	
  
§  Prac7cal	
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Bad	
  checklists	
  

§  Treat	
  people	
  like	
  they’re	
  dumb	
  and	
  try	
  to	
  spell	
  out	
  every	
  single	
  step	
  

§  Long,	
  hard	
  to	
  use,	
  imprac7cal	
  

§  Vague	
  and	
  imprecise	
  

§  Turn	
  peoples’	
  brains	
  off	
  rather	
  than	
  turning	
  them	
  on	
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Ques7ons?	
  	
  

§  We	
  can	
  talk	
  about	
  
automa7on	
  tools?	
  

§  Or	
  just	
  talk	
  generally	
  about	
  
checklists?	
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Final	
  ques7ons?	
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Next	
  steps	
  

§  Look	
  through	
  these	
  checklists	
  
§  Adapt	
  them	
  for	
  your	
  processes	
  

§  Try	
  them	
  out	
  

§  Rework	
  them	
  and	
  try	
  ‘em	
  again	
  

§  Automate	
  ‘em	
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To	
  learn	
  more	
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Thanks!	
  Write	
  me!	
  

sam@dragonflyeditorial.com	
  

	
  


