Guidelines for Marking Copyedited Manuscript and Proofs

Your instructions on copyedited manuscript and proofs (sample pages, page proof, revised
page proof) must be clear, legible, and distinguishable from other writing on the page. To
achieve this and avoid introducing errors, please review and follow these guidelines.

% Make your changes specific. A developmental editor or copyeditor will not be
reviewing your comments at this stage to interpret your instructions or answer questions.
Your changes will be implemented. Use the wording you want and designate the
insertion point. We will do what you wish, but we must be able to understand the
instructions.

% Use colored pen. Use a color that is easy to read and does not already appear on the
proof to distinguish your corrections from the copyeditor’s. Use a dark color that can be
photocopied. Light blue does not photocopy; gray pencil and black pen are difficult to
distinguish from the black, printed text of the proof.

e  Write legibly. If your handwriting is difficult to read, print or type your corrections.

e Respond to all queries. Respond to all queries not specifically addressed to the
publisher. Author queries are often preceded by “Au” (for author).

e Indicate deletions clearly. Draw a line through unwanted characters and words.
The line should be seen easily and not touch other nearby characters.

e Identify insertions clearly. Indicate clearly where new material should be inserted.
When possible, write new material above the line or in the margin next to where it
belongs. Use a caret (a) to indicate the insertion point. If you type new material on a
separate page, reference its correct location in the proof. Also indicate whether new
paragraphs should be indented.

e Use “stet” and a row of dots to reinstate material that was marked for

deletion. To disregard a copyeditor’s change (or change your mind about a change

stet 9—2—1}% you have made), place a row of dots below the characters that should be retained
and write “stet” (for “let it stand”) in the margin next to that line. (e.g., At left, “stet” in
the margin beside and the row of dots below the word “that” indicate “that” should be
retained in the sentence.) Do not erase the copyeditor’s marks to delete them. Please
cross them out. It is difficult to tell when writing has been erased or is just written
lightly.

e Avoid unnecessary changes. Revising page proof is expensive and time consum-
ing. Examine copyedited manuscript carefully and make revisions and corrections at that
time. Limit page proof corrections to errors and material that is factually incorrect and
would hinder learning.

e Maintain book design. By the time you see page proof, the book’s design has
already been developed and approved by the publisher. Do not make design changes.
However, please point out any errors in execution of the design (i.e., a head set in the
wrong weight—#1 instead of #2).

Find this on our website at http.//www.dps-associates.com under Client Resources.
© 2004 DPS Associates, Inc.
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