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SUBMISSION

PREASSESMENT

REWRITE

• What major changes 
  does the article need in 
  order to be published? 

• Send to author with
  conditional approval to 
  publish.

 At this point, the submission has 
 been accepted and no major rewrites
 can be expected from the author.

EDITING STAGES

FACT CHECKER
• Footnotes
• Sustained Claims
• Queries To Author

COPYEDITOR
• Style
• Structure
• Word Choice

• Proof Edits
• Accepts 
  Fact
  Checks
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• Accepts 
  Edits
• Addresses
  Comments

• Checks
  Issues
  Have Been
  Addressed

PROOF
READER

READY
TO 

PUBLISH

AUTHOR
MANAGING EDITOR

FACT CHECKER
COPYEDITOR
PROOF READER
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POSITION EXPECTATIONS

MANAGING EDITOR
• What is the main arguement? What is the purpose?
• Map out the line of reasoning:
   -What are they proving?
   -What assumptions do they make?
   -Are the assumptions reasonable?
   -What evidence do they use?
• Does the structure of the piece make sense?
• Do certain paragraphs need .to be rearranged?

COPY EDITOR
• Edits line-by-line and word-by-word.
• Gammar, style, and spelling.
• Proper usage of word (follow Merriam-Webster, i.e. myriad).
• Punctuation.
• Avoid word repition.
• Remove passive voice.
• Does the sentence make sense? If not, can you propose a better one?
• Consistuency with terms (i.e. President Obama, Mr. Obama, Obama).

FACT CHECKER
• Check dates using Britannica, New York Times, and AP.
• Double check “common knowledge.”
• Does the assumption hold? (i.e. All Syrians were in support of the 
  revolution -- were they?)
• If unsourced, does it need a source?

PROOF READER
• What did the Copy Editor miss?
• Does everything make sense to you?
• Are there any grammatical, spelling, or style mistakes?
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GUIDELINES 
1. Never use a metaphor, simile, or other figure of speech that you are
    used to seeing in print.

2. Never use a long word where a short one will do.

3. If it is possible to cut a word out, always cut it out.

4. Never use the passive voice where you can use the active.

5. Never use a foreign phrase, a scientific word, or a jargon word if 
    you can think of an everyday English equivalent.

6. Break any of these rules sooner than say anything outright barbarous.

“The English language becomes ugly and inaccurate because our thoughts 
are foolish, but the slovenliness of our language makes it easier for us to 
have foolish thoughts.” 

From George Orwell’s “Politics & the English Language”
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