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Preface to the first edition

Copy-editing is largely a matter of common sense in deciding what to
do and of thoroughness in doing it; but there are pitfalls an inexperi-
enced copy-editor cannot foresee. Some years ago I wrote a handbook
for use within the Cambridge University Press, so that new copy-
editors could benefit from the accumulated experience of their pre-
decessors rather than having to learn by making their own mistakes;
and it has now been suggested that such a book might be of use in other
firms.

It is impossible to write a handbook suitable for every publisher
or every kind of typescript. This book is based on my experience at
Penguin Books and the Cambridge University Press, where copy-
editors work on the premises and see a book through from the esti-
mate stage until the proofs are passed for press. Freelance copy-editors
and others working to a more limited brief — or commissioning editors
who wish to do their own copy-editing — will be able to make use of
the parts relevant to their own job; the things to be done remain the
same, although the same person may not do them all.

As I am not writing primarily for authors, I have not, for example,
explained the reasons for choosing one system of bibliographical refer-
ences rather than another. By the time the book reaches the copy-
editor the system is chosen, and the copy-editor’s job is to make sure
that it works efficiently, by eliminating certain faults in it. Publishers
now realize more and more, however, that authors must be briefed early
and adequately. If your publisher does not already have a good set of
notes on style for its authors, do prepare one: not all authors will be pre-
pared to follow your instructions, but many of them will be grateful
for any guidance you can give.

Itis difficult to decide how to arrange a book of this kind, but it seemed
best to cover first the things that are common to all books, and to leave
the more complex material untit later, rather than to adopt a more
strictly logical order. Chapter 1 outlines the copy-editor’s function.
Chapters 2—5 cover this in more detail in relation to the three stages at
which the copy-editor works on the book: the preparation for an esti-



Preface to the second edition

mate or the setting of specimen pages; the main copy-editing stage, at
which the text and illustrations are prepared for the printer; and the
proof stage. Chapter 6 discusses some difficult points of spelling, cap-
italization and other things collectively known as house style. Chapters
7—9 treat the various parts of the book in more detail: preliminary
pages, headings, tables, notes, indexes and so on. Chapters 10 and 11
cover more complex material such as bibliographical references, quota-
tions, poetry and plays; chapter 12 books with more than one author
or in mote than one volume. Chapters 13 and 14 deal with specialized
subjects: science and mathematics, classical books, books on law and
music. The final chapter gives some points to look out for when pre-
paring reprints and new editions.

Many people have given me good advice during my years in publish-
ing; and it would take too much space to thank them all individually. I
am especially indebted to those who have written parts of this book:
Michael Coles compiled the chapter on science and mathematics,
Gillian Law wrote the section about books on law, and Jeremy Mynott
the one on classical books; Mrs M. D. Anderson made the index.

Authors of this kind of book lay themselves open to the charge of not
following their own precepts. Alas, both my copy-editor and I are fal-
lible, and I should be grateful if you would let me know of any errors,
omissions or better ways of doing things.

Preface to the second edition

I have taken the opportunity to include the new British Standard proof
correction marks and to revise the information about US copyright
legislation. Innumerable sraaller changes have been made throughout

the book.
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Preface to the third edition

I was delighted to be asked to prepare this new edition. In the second
edition the amount of resetting and repaging had to be kept to a min-
imum; but this edition has been entirely revised and reset.

I have, however, kept the original coverage, even though most copy-
editing is now done by freelance editors or copy-editors who may work
to a house style and a standard design, and at only one stage of the book
or journal’s production. Since they work on their own, they need writ-
ten guidance both on copy-editing in general and on how their own
work fits in with what other people may be doing to typescripts at dif-
ferent stages.

As before, the book is a collaborative effort.

Lynn Hieatt has written a section on typescripts produced by the
author on disk (1.2); there is a section on unbiased, non-sexist writing
(6.2); and there are five new appendixes: those on Hebrew, on Arabic,
and on Islamic and other calendars were written by Roger Coleman,
Susan Moore and lain White respectively.

Christopher Scarles has revised his material on copyright and per-
missions; Sheila Champney has masterminded and co-ordinated the
revision of chapter 13, with the help of Michael Coles, Karin Fancett
and Jane Holland (geology), Jane Farrell {(medicine), Peter Hammers-
ley (computing), Sandi Irvine, Jacqueline Mitton (astronomy) and
Mairi Sutherland. Susan Moore has revised the section on classical
books, Gillian Law her section on books on law, and many people
have given me expert advice.

I was asked to include more examples, and have done this, particu-
larly in chapter 10, where I have also altered the layout to try to make
the information easier to find.

1 did consider whether to say more about US and other alternatives
to the British style and practice that I have outlined in the book; but
style and practice vary so much, both within Britain and throughout
the world, that it seemed best to keep the book simple — listing the
problems the copy-editor faces and giving one or two possible solu-
tions. I have found that it is more difficult for inexperienced copy-

vii



Preface to the third edition

editors to recognize a potential problem than it is for them to discover
the appropriate solution.

The index is fuller and therefore easier to use; it was made by
Michele Clarke.

In addition to those already mentioned, I should like to thank the
following: Henry Hardy and Sandi Irvine sent me long and very help-
ful lists of suggestions based on the second edition; Susan Moore,
Robert Campbell, Gillian Clarke, Nicola Harris and Lesley Ward com-
mented in detail on the whole of the draft of the third edition. Janet
Mackenzie provided advice on Australian practice and Mike Agnes on
American practice. John Trevitt read much of the draft and answered
innumerable questions about production and design. Lynn Hieatt and
other people at Cambridge University Press and elsewhere have gone
to immense trouble to comment on parts of the draft and answer my
questions. Mary Piggott of the Society of Indexers commented on
chapter 8. Victoria Cooper and Penny Souster advised me about the
music section (14.3) and provided the music examples. I am very grate-
ful to them all, and to my copy-editor, Jenny Potts. I did not follow all
the advice I was given; and the book, except in the sections written by
other people, expresses my own views.

Despite all our efforts, there may well be errors, omissions or better

ways of doing things; and I should be very grateful if you would let me
know of any, so that I can continue to improve the book.

viil
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© Introduction

1.1

WHAT COPY-EDITING IS

There are three kinds of editing.

1 Substantive editing aims to improve the overall coverage and
presentation of a piece of writing, its content, scope, length, level and
organization. The editor may suggest improvements for the author to
make, or may (by agreement with the author) rewrite and rearrange the
material, suggest better illustrations, and so on. The editor at this stage
will normally look out for legal problems such as libel and plagiarism.

2 Detailed editing for sense is concerned with whether each section
expresses the author’s meaning clearly, without gaps and contradic-
tions. It involves looking at each sentence, the author’s choice of words,
the punctuation, the use of abbreviations, comparing the data in tables

- with the relevant text, checking text against the illustrations and their
captions, and so on. The editor will at this stage look out for any quo-
tations or illustrations that may need permission from the copyright
owner, and will also look out for other legal problems.

3 Checking for consistency is a mechanical but important task. It may
to some extent be done at the same time as 2. [t involves checking such
things as spelling and the use of single or double quotes (see section
3.6), either according to a house style or according to the author’s own
style; checking the numbering of illustrations, tables and notes, and
any cross-references to them, and also the consistency of bibliograph-
ical references.

‘Copy-editing’ usually consists of 2 and 3, plus 4 below.

4 Clear presentation of the material for the typesetter involves making
sure that it is complete and that all the parts are clearly identified: for
example the grade of each subheading, which pieces of text (such as
long quotations) should be distinguished typographically from the
main text, and where tables and illustrations should be placed. The
copy-editor may also size the illustrations, mark type sizes, and so on.

The same person may do all four of these things, or they may be split
in various ways. Those who do the substantive editing may be called

1



1 Introduction

editor, commissioning editor, journal editor, developmental editor,
and so on; those who carry out the jobs in categories 2—4 may be called
editor, desk editor, production editor, subeditor or copy-editor. For the
sake of simplicity I have called the latter copy-editors, and the people
who brief them commissioning editors.

The main aims of copy-editing are to remove any obstacles between
the reader and what the author wants to convey, and also to save time
and money by finding and solving any problems before the-book is
typeset, so that production can go ahead without interruption.

Different publishers work in different ways, according to the kinds
of material they publish. This book is based on the most complicated
kind of publication, where the design and house style are not standard-
ized and the copy-editor has to make decisions about stylistic con-
ventions and obtain advice on points of design; when I say ‘ask the
designer’ I mean that you should ask someone who has the necessary
technical knowledge, if you do not have it yourself. I have also written
as though the copy-editor is directly in touch with the author, though
in some cases this will not be so.

For simplicity’s sake I have used British examples, but copy-editors
working in other countries can substitute their own conventions, such
as proof correction symbols. The problems remain the same, even if
the solutions may be different.

In book publishing, copy-editors may be involved at three stages.
Soon after the book has been accepted for publication, they should
look at the typescript to see whether the author’s word processor might
be used to correct some recurring faults of consistency, style or layout
(see section 1.2) before copy-editing starts, and whether there are other
general changes which the author should be asked to approve in
advance (see section 3.3). At this stage the copy-editor can also brief the
designer and production department as to any complications to be
taken into account in designing the book and planning its production
(see chapter 2).

After working through the typescript and illustrations in detail (see
chapters 3 and 4), the copy-editor may read a proof or collate the
author’s proof with a proofreader’s, ensuring that the author’s correc-
tions are comprehensible and consistent with the existing material, and
that they can be incorporated without great difhiculty or expense. The



Typescripts: hard, electronic, camera-ready 1.2

copy-editor tries to see that the cost of corrections is allocated fairly
between author, typesetter and publisher, and to ensure that any addi-
tional material, such as an index, is legible, well organized and consist-
ent (see chapters s and 8).

The good copy-editor is a rare creature: an intelligent reader and a
tactful and sensitive critic; someone who cares enough about perfec-
tion of detail to spend a long time checking small points of consistency
in someone else’s work but has the judgement not to waste time or
antagonize the author by making unnecessary changes.

Copy-editors are not usually experts on the subject of the work, but
they must be able to interest themselves in it in order to try to put
themselves in the position of the intended readers. Authors are so
familiar with their subject, and may have written a book over so longa
period, that they cannot see it as it will appear to someone else; and the
copy-editor will often see where an author has been repetitious or
ambiguous, has omitted a step in the argument or failed to explain a
point or spell out an abbreviation.

Although the copy-editor’s main interest is likely to be an editorial
one, the job involves production considerations too. Knowing the book
in detail, one can make the author’s intentions clear to the designer
and typesetter; and realizing the constraints within which the type-
setter has to work, one can explain to authors why it may be impossible
to carry out their wishes in exactly the way they propose. It is this joint
role which gives the job its fascination.

1.2

TYPESCRIPTS: HARD, ELECTRONIC AND CAMERA-READY

In this book the word ‘typescript’ is used to describe the material that
the copy-editor works on, whether it is word-processor printout,
typewriter-produced copy or electronic files. Most material that reaches
a publisher will be in one of the following forms:

1 Hard-copy typescripe (see section 1.2.1): word-processor printout,
typewriter-produced copy or even handwritten manuscript copy, the
copy-edited version of which will eventually be keyed by a typesetter;
often called simply ‘manuscript’.

2 Electronic typescript (e.t.s.) (see section 1.2.2): electronic files pre-
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1 Introduction

pared by the author and submitted on disk or tape, which may be dealt
with in any of several ways:

e processed by a typesetter as they are, with little or no copy-editing
or design

e copy-edited and designed on a hard-copy printout, then corrected
by the author before being processed (‘output’) by a typesetter (see
pp- 14-23)

o copy-edited and designed on a hard-copy printout, then corrected
by a typesetter before being processed (see pp. 13-14)

e copy-edited, corrected and possibly even designed on screen before
being processed by a typesetter (sce p. 24)

3 Author-generated camera-ready copy (c.r.c.) (see section 1.2.3):
camera-ready copy prepared by the author to the publisher’s speci-
fications, which may be dealt with in one of two ways:

o sent for making film and printing after minimal copy-editing and
design (there may have been copy-editorial and design comment at
a preliminary stage)

o fully copy-edited and designed on a first draft, after which a final
version is submitted by the author ‘

Some so-called camera-ready copy may be material that is presented
to the publisher as electronic files produced on a desk-top publishing
system or a specialized typesetting package, which often require no fur-
ther intervention before being output. These electronic camera-ready

copy files are usually accompanied by a hard-copy printout for the
typesetter’s reference.

Hard-copy typescript

A hard-copy typescript (‘hard’ in that it is presented on the hard
medium of paper) will be keyed by a typesetter from copy that has -
copy-editor’s marks and corrections throughout and that is accompan-
ied by a design specification for founts, layout, and treatment of tables
and illustrations (see chapters 2 and 3).

Most hard-copy typescripts are prepared by authors using word
processors. When authors use their systems knowledgeably and their

4
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printers provide clear and unambiguous output, and when the authors
have followed any publisher’s specifications for general layout and
style, there are many respects in which typescripts prepared in this way
are easier for the copy-editor to work with than typewriter-produced
copy.

The major benefit of typescripts prepared on word processors is that,
if the copy-editor has an opportunity to look carefully at the typescript
atan early stage and can request corrected pages from the author, some
of the traditional copy-editorial headaches and problems of presenta-
tion can be eliminated before copy-editing begins. For instance, one
can ask authors to provide double-spaced copy for notes or biblio-
graphy, if they were originally single-spaced, to amalgamate several sub-
sections of a bibliography or to subdivide an unacceptably dense one.
Authors using their word processor’s search-and-replace facility care-
fully can eliminate many inconsistencies. One can also ask an author
to remove such things as gp. cir. references from the notes and replace
them by author—short-title references (see section 10.1). Similarly, if
you can define at an early stage the (seemingly inevitable) problems of
inconsistent or inappropriate hyphenation, spelling and capitaliza-
tion, the author can be asked to search for the terms and change them
as agreed throughout the text and send a new printout before you begin
work on the typescript in earnest. It would be a relatively simple task
for an author, for example, to apply an “-ise’ style consistently (though
this must be done carefully, since otherwise one could end up with
‘size’ becoming ‘sise’, or ‘seize’ becoming ‘seise’), to correct a habitual
misspelling of a word or name, or to locate all author—date references to
a specific year and effect an alteration. By using the word processor’s
facilities, a careful author should be able to find a//instances of a given
characteristic — something that very few copy-editors can guarantee
they have done. If the author is going to be asked to make some
changes of this sort and to provide an entirely new printout before
copy-editing begins, you can ask, for instance, that inappropriate italic
or bold face be replaced by normal roman, or that other basic changes
be made throughout.

Once copy-editing has begun, however, tell the author not to gener-
ate and send updated pages to be substituted, since the copy-editorial
work already done on the original sheets would then have to be trans-



