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Quick reference guide for students, freelancers, and aspiring authors

1. What Is Editing?

Type

Developmental /
Substantive

Line / Structural

Copyediting

Proofreading

Purpose

Shape the overall
concept, structure, and
content

Refine the flow of
ideas within
paragraphs

Polish language,
grammar, and style

Catch residual surface
errors

Core Editing Principles

Key Tasks

» Assess premise, theme,
and audience fit

* Re?order, add, or delete
sections/chapters

* Suggest research,
examples, or new angles

» Check logical progression
* Improve transitions

» Ensure consistent voice
and tone

* Correct spelling,
punctuation, and grammar
» Enforce style guide (APA,
Chicago, MLA, house)

* Flag factual inconsistencies

* Spot typos, formatting
glitches, stray spaces

* Verify page numbers,
headers/footers, figure
captions

. Clarity — Make the meaning unmistakable.

. Coherence — Ensure ideas connect logically.
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3. Consistency — Uniform use of terminology, tense, formatting.
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. Accuracy — Verify facts, citations, and data.

Typical Stage

Early manuscript
(outline ? first draft)

After major content is
set

Near?final draft

Final version before
printing or digital
upload
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5. Audience?Fit — Tailor language, depth, and style to the intended reader.

2. The Publishing Landscape

Sector Definition Typical Products Key Players
. Publisher assumes production, Hardcover, Literary agents,
Traditional o . . .
Publishi distribution, and marketing in paperback, e?book, editors, designers,
ublishin
g exchange for rights and royalties. audiobook sales reps
Author finances and controls Amazon KDP,
_ E?books, POD
Self? every step, using platforms that IngramSpark,
_ . : paperbacks, .
Publishing provide print?on?demand or ) Draft2Digital,
o S audiobooks
digital distribution. Smashwords
Hvbrid Combines elements of both: Same as above, Hybrid presses (e.g.,
ri
Pybl' hi author pays for some services but often with Greenleaf Book
ublishin
J retains higher royalties and rights. professional support Group, BookBaby)
_ Journals, _ .
Academic / _ _ o University presses,
Peer?reviewed dissemination of  monographs, , ,
Scholarly Elsevier, Springer,
o research. conference _
Publishing Wiley

proceedings

Main Publishing Stages

Acquisition — Manuscript submission, evaluation, contract negotiation.

Production — Editing, design, typesetting, ISBN assignment.

Distribution — Physical (bookstores, libraries) and digital (online retailers, library platforms).
Marketing & Sales — Publicity, reviews, author events, advertising, metadata optimization.
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Rights & Royalties — Management of translation, audio, film, and other subsidiary rights;
calculation of author earnings.

3. Workflow: From Manuscript to Market

1. ldea & Qutline ? 2. Draft ? 3. Devel opnental Edit
? ?

4. Revised Draft ? 5. Line/Edit ? 6. Copyedit
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7. Proofread ? 8. Design & Layout ? 9. |SBN & Copyri ght
2 2

10. Production Files ? 11. Distribution Setup ?
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