CSCW5013  The Business of Writing

Week 5: Editing and Proofreading

Edit.    1. To publish, give to the world (a literary work by an earlier author, previously existing in 


    MS)


2. a. To prepare an edition of (a literary work or works by an earlier author); so with the 


        name of the author as obj., e.g. ‘to edit Horace, Shakspere’, etc.


    b. To prepare, set in order for publication (literary material which is wholly or in 

        part the work of others).


    c. To be or act as the editor of (a newspaper or other periodical).

(Oxford English Dictionary)

Editing:

There are two main editorial functions in the publishing industry: 

1) Commissions Editing, which deals with the acquisition of new books for publications, whether in the form of solicited projects or unsolicited manuscripts and typescripts. Commissions editing begins from the moment a typescript lands on the editors desk, and a book will only progress to the stage of copy editing if it first passes this initial stage of vetting and selection. By drawing upon the reports of outside ‘readers’ and their own highly developed perceptual and discriminatory skills, commissioning editors decide whether or not a book is publishable and what sort of changes might need to be made to a typescript to make it so. Although they typically receive a very large number of unsolicited typescripts, most editors will try to give each one of them a fair hearing by reading several pages or ‘skim-reading’ the whole thing, and even those books that are rejected at an early stage will receive more than one reading and be discussed at weekly editorial meetings.

2) Copy Editing, which involves carefully and meticulously checking and preparing the author’s manuscript before it is sent to the printers to be set in type. Copy editing is the next logical stage in the publishing process once a book has been considered suitable for publication by the press in question and an offer has been made to the author. The copy editor’s responsibilities and remit cover the correction of typographical irregularities, spelling mistakes, and misuse of punctuation in an author’s material, although it often extends much further to take in grammar, logical consistency, factual accuracy, tone and style. A good copy editor will always consult the author before making such amendments, and may make invaluable improvements to the overall presentation and finesse of drafted material.

Proofreading:

Proofreading uses particular forms of reading and notation in order to identify and correct errors in typescripts or, more strictly, copy-edited proofs before they are sent to the printers to be set in type. It is not an innate ability but a skill that must be acquired and developed with practice.

Proofreading Techniques:

1. Read slowly, word by word, and if possible read aloud.

2. Read what is on the page rather than what you think is on the page.

3. Cultivate a healthy scepticism concerning what you are reading and look out for errors that are likely to be repeated (e.g. particular spelling mistakes or misuses of punctuation).

4. Proofread more than once.
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Week 3: Proofreading examples

Unedited version
It was a bright cold day in april, and the clocks were striking thirteen Winston Smith, his chin nuzzled into his breast in an effort to escape the vile wind, slippedquickly through the glass doors of Victory Mansions, though not quickly enough to prevent a swirl of gritty dust from enteering along with him.

The hallway smelt of boiled cabbage and old rag mats. At one end of it a coloured poster, too large for indoor display, had been tacked to the wall. It depicted sim ply an enormous face, more than a metre wide: the face of a man of about fortyfive, with a heavy black moustache and ruggedly handsome features. Winston made for the stairs it was no use trying the lift. Even at the best of times it was seldom working, and at present the electric current was cut off during daylight hours. It was part of the ecomony drive in preparation for Hate Week. The flat was seven flights up, and Winston, who was thirtynine and had a varicose ulcer above his right ankle, went slowly, resting several times on the way. On each landing opposite the lift shaft, the poster with the enormous face gazed from the wall. It was one of those pictures which are so contrived that the eyes follow you about when you move. BIG BRotHER IS WATCHING YOU, THE Caption beneath it ran.

Edited version

It was a bright cold day in April, and the clocks were striking thirteen. Winston Smith, his chin nuzzled into his breast in an effort to escape the vile wind, slipped quickly through the glass doors of Victory Mansions, though not quickly enough to prevent a swirl of gritty dust from entering along with him.


The hallway smelt of boiled cabbage and old rag mats. At one end of it a coloured poster, too large for indoor display, had been tacked to the wall. It depicted simply an enormous face, more than a metre wide: the face of a man of about forty-five, with a heavy black moustache and ruggedly handsome features. Winston made for the stairs. It was no use trying the lift. Even at the best of times it was seldom working, and at present the electric current was cut off during daylight hours. It was part of the economy drive in preparation for Hate Week. The flat was seven flights up, and Winston, who was thirty-nine and had a varicose ulcer above his right ankle, went slowly, resting several times on the way. On each landing, opposite the lift shaft, the poster with the enormous face gazed from the wall. It was one of those pictures which are so contrived that the eyes follow you about when you move. BIG BROTHER IS WATCHING YOU, the caption beneath it ran.

