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Editing Request Form
Complete the Project Information section and select the edit type that is needed. Provide the entire form to the Editor. Provide the editor a minimum of two days notice, so appropriate time can be scheduled.
Project Information
	Project Name:
	

	Client:
	

	Project Manager:
	

	Writer:
	

	Editor:
	

	Date Requested:
	

	Date Due
	

	Style Standard or Guidelines (i.e. Microsoft Manual of Style):
	

	For Online Learning and Help
	Screen Size:


Edit Types and Time Estimate

	Needed Edit
	Time Estimate
	Description

	· Light Edit
	8 pages per hour
	Usually used as a final review of the project materials. It includes typical proofreading, conformance to style guidelines, and checking for errors in headings, tables, figures, and references, plus basic grammar and punctuation errors. The text is skimmed.

	· Medium Edit
	4 pages per hour
	Usually used as a first review of the project materials. It includes everything from the Light Edit, word usage errors, overly complex sentence structure, and overly complex (long) procedures. Every word is read.

	· Heavy Edit
	1 page per hour
	Rarely used. It includes everything from Medium Edit, plus rewriting to improve sentence and paragraph structure, and overall document organization.

	· Online Learning / Help
	4 screens per hour
	Includes a Medium Edit plus usability, functionality, and special requirements checking.


Editor’s Checklist for Edit Types

	Light
	Medium
	Heavy
	

	Front Matter

	√
	√
	√
	Check document title

	√
	√
	√
	Check trademark information 

	√
	√
	√
	Check for icon explanations

	Format and Appearance

	√
	√
	√
	Scan each page for obvious formatting errors

	√
	√
	√
	Check for correct use of blank/Notes pages

	√
	√
	√
	Check that the headings and footer have a consistent layout

	
	√
	√
	Check typefaces and type sizes

	
	√
	√
	Check for correct template

	√
	√
	√
	Check for widow and orphan lines

	√
	√
	√
	Duplex documents have mirror margins

	√
	√
	√
	“Draft” watermarks were removed

	√
	√
	√
	Margins align

	√
	√
	√
	Lists are consistent (use of periods, initial caps, spacing between bullets/number)

	√
	√
	√
	No hyphenation in left-justified text

	Table of Contents

	
	√
	√
	Cross-check several entries against actual entries in document

	
	
	√
	Check headings for parallelism

	Tables

	√
	√
	√
	Make sure tables use consistent formats, borders, and shading

	
	
	√
	Check that numbers within the table are aligned properly

	
	
	√
	Read nearby text that refers to the table

	Graphics

	√
	√
	√
	Scan each graphic for obvious errors

	
	
	√
	Read all callouts in graphics

	
	
	√
	Read nearby text that refers to the graphic

	√
	√
	√
	Are in a consistent horizontal location and of a consistent size

	√
	√
	√
	Are legible

	√
	√
	√
	Callouts and/or arrows are clearly visible and do not cover important information

	Index

	√
	√
	√
	Check for bad breaks, items that should be kept together

	
	√
	√
	Verify several index page numbers

	
	√
	√
	Check for redundant entries (adapter, adapters)

	
	
	√
	Read text of each entry

	
	
	√
	Check the indentations


	Content

	√
	√
	√
	Read all chapter or section titles, making sure adjectives are capitalized (for example, About This Publication). and gerunds aren't used

	√
	√
	√
	Check that steps in procedures are numbered in sequence

	√
	√
	√
	Check the page numbering, always on outside edges

	√
	√
	√
	Check that the chapter/appendix numbering is in order

	√
	√
	√
	Consistent use of serial commas

	√
	√
	√
	Don't use Latinisms (write out meaning in English)

	√
	√
	√
	Check recent edits

	√
	√
	√
	Spell out abbreviations first and put the abbreviation in parenthesis

	
	√
	√
	Avoid unnecessary jargon.

	√
	√
	√
	Be sure bullets use initial capitalization, except when they complete the lead-in sentence

	√
	√
	√
	Don't use stacked headings

	
	√
	√
	Verify cross-references

	
	√
	√
	Capitalize the complete product name only upon initial use

	
	√
	√
	Hyphenate compound adjectives

	
	√
	√
	Be sure bullets are parallel

	
	
	√
	Watch for incorrect use of which vs. that (restrictive vs. nonrestrictive)

	
	
	√
	Check for duplicated material

	
	√
	√
	Avoid telling users where to look for information: in the next section, below, above, next

	
	
	√
	Read body copy

	
	
	√
	Don't end a sentence with a preposition

	
	√
	√
	Consistent use of measurements

	
	√
	√
	Check that the information in the Headers and Footers is correct

	
	√
	√
	Active rather than passive voice

	
	
	√
	Information is grouped logically

	
	√
	√
	Correct use and placement of Note, Warnings, and Cautions

	
	√
	√
	Field names are accurate; match the appropriate forms, screens, application, page, etc.

	
	√
	√
	Addresses are correct (including web addresses)

	
	√
	√
	Math is correct


	Online Learner and Help

	√
	√
	√
	The length of information is appropriate for online display

	
	√
	√
	Information is grouped and sub-divided appropriately for the content

	√
	√
	√
	Presentation is consistent throughout all pages

	√
	√
	√
	Scrollable and non-scrollable areas work

	√
	√
	√
	Items do not “jump” on the page

	√
	√
	√
	Reference to and use of buttons and icons is consistent

	√
	√
	√
	Internal and external links work

	√
	√
	√
	Links have return navigation capability

	√
	√
	√
	A conventions and/or Help screen is available for users

	√
	√
	√
	Appropriate for client’s system or platform

	√
	√
	√
	Special requirements are met

	√
	√
	√
	Page loading times are appropriate

	
	√
	√
	Text is visible long enough for learner to read

	√
	√
	√
	There is a pause and/or replay capability for video

	√
	√
	√
	There is a roadmap and/or breadcrumb for learner to determine course location

	√
	√
	√
	All buttons and/or links work properly.


Edit Checklist

The writers should complete a Light Edit prior to submitting materials to the editor. Put a checkmark in each box after reviewing the item.

The editor should use the checklist as a guide to ensure the appropriate items are checked for the requested level of edit. Put a checkmark in each box after reviewing the item.

	Writer
	Editor
	

	Front Matter

	· 
	· 
	Check document title

	· 
	· 
	Check trademark information 

	· 
	· 
	Check for icon explanations

	Format and Appearance

	· 
	· 
	Scan each page for obvious formatting errors

	· 
	· 
	Check for correct use of blank/Notes pages

	· 
	· 
	Check that the headings and footer have a consistent layout

	
	· 
	Check typefaces and type sizes

	
	· 
	Check for correct template

	· 
	· 
	Check for widow and orphan lines

	· 
	· 
	Duplex documents have mirror margins

	· 
	· 
	“Draft” watermarks were removed

	· 
	· 
	Margins align

	· 
	· 
	Lists are consistent (use of periods, initial caps, spacing between bullets/number)

	· 
	· 
	No hyphenation in left-justified text

	Table of Contents

	
	· 
	Cross-check several entries against actual entries in document

	
	· 
	Check headings for parallelism

	Tables

	· 
	· 
	Make sure tables use consistent formats, borders, and shading

	
	· 
	Check that numbers within the table are aligned properly

	
	· 
	Read nearby text that refers to the table

	Graphics

	· 
	· 
	Scan each graphic for obvious errors

	
	· 
	Read all callouts in graphics

	
	· 
	Read nearby text that refers to the graphic

	· 
	· 
	Are in a consistent horizontal location and of a consistent size

	· 
	· 
	Are legible

	· 
	· 
	Callouts and/or arrows are clearly visible and do not cover important information

	Index

	· 
	· 
	Check for bad breaks, items that should be kept together

	
	· 
	Verify several index page numbers

	
	· 
	Check for redundant entries (adapter, adapters)

	
	· 
	Read text of each entry

	
	· 
	Check the indentations

	Content

	· 
	· 
	Read all chapter or section titles, making sure adjectives are capitalized (for example, About This Publication). and gerunds aren't used

	· 
	· 
	Check that steps in procedures are numbered in sequence

	· 
	· 
	Check the page numbering, always on outside edges

	· 
	· 
	Check that the chapter/appendix numbering is in order

	· 
	· 
	Consistent use of serial commas

	· 
	· 
	Don't use Latinisms (write out meaning in English)

	· 
	· 
	Check recent edits

	· 
	· 
	Spell out abbreviations first and put the abbreviation in parenthesis

	
	· 
	Avoid unnecessary jargon.

	· 
	· 
	Be sure bullets use initial capitalization, except when they complete the lead-in sentence

	· 
	· 
	Don't use stacked headings

	
	· 
	Verify cross-references

	
	· 
	Capitalize the complete product name only upon initial use

	
	· 
	Hyphenate compound adjectives

	
	· 
	Be sure bullets are parallel

	
	· 
	Watch for incorrect use of which vs. that (restrictive vs. nonrestrictive)

	
	· 
	Check for duplicated material

	
	· 
	Avoid telling users where to look for information: in the next section, below, above, next

	
	· 
	Read body copy

	
	· 
	Don't end a sentence with a preposition

	
	· 
	Consistent use of measurements

	
	· 
	Check that the information in the Headers and Footers is correct

	
	· 
	Active rather than passive voice

	
	· 
	Information is grouped logically

	
	· 
	Correct use and placement of Note, Warnings, and Cautions

	
	· 
	Field names are accurate; match the appropriate forms, screens, application, page, etc.

	
	· 
	Addresses are correct (including web addresses)

	
	· 
	
	Math is correct

	Online Learner and Help

	· 
	· 
	The length of information is appropriate for online display

	
	· 
	Information is grouped and sub-divided appropriately for the content

	· 
	· 
	Presentation is consistent throughout all pages

	· 
	· 
	Scrollable and non-scrollable areas work

	· 
	· 
	Items do not “jump” on the page

	· 
	· 
	Reference to and use of buttons and icons is consistent

	· 
	· 
	Internal and external links work

	· 
	· 
	Links have return navigation capability

	· 
	· 
	A conventions and/or Help screen is available for users

	· 
	· 
	Appropriate for client’s system or platform

	· 
	· 
	Special requirements are met

	· 
	· 
	Page loading times are appropriate

	
	· 
	Text is visible long enough for learner to read

	· 
	· 
	There is a pause and/or replay capability for video

	· 
	· 
	There is a roadmap and/or breadcrumb for learner to determine course location

	· 
	· 
	All buttons and/or links work properly.




1

[image: image1.png]