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Copy Editing, Proofreading and Quality Control Checklist

Basic copy editing entails a review of spelling, capitalization, punctuation (comma, period, colon, semi-colon, dash, hyphen, quotation marks, apostrophe, numerals), sentence structure (completeness, active verb, subject-verb agreement, simplicity, variety, redundancy, unrelated ideas, parallel structure, inappropriate modifiers, compound adjectives) and adjustments for ease of reading and clarity. 

Sentences should be concise, brief and accurate. Respect client’s voice but remove unnecessary words.  

In addition, other elements of the content must be examined against the client’s style guide. Here is a checklist of standard items for review:

	
	Item
	Explanation

	
	Acronyms
	Document each acronym used, spell out full meaning at first reference or verify that it is an approved acronym in style guide

	
	Author / Byline
	Verify style, spelling, title, degrees

If using bio, verify titles and description

	
	Bullet points
	Verify correct style and punctuation (fragment vs full sentence)

	
	Callouts and Line art
	Check for consistent line styles 

Check for consistent placement

Check for text size and font style in caption and credit

	
	Company names
	Verify full name on first reference, including spelling, capitalization, acronym and legal (Inc., Corp., etc.)

	
	Department names
	Verify accurate name on first reference, or verify in style guide if casual usage is approved.

	
	Figures
	Make sure figures appear in numerical order

Check that placement is aligned correctly, and at appropriate location in sentence

Verify that caption matches reference

Verify correct numeral in caption and text

Check spacing between figure number and caption

Check sentence style, capitalization, wrap style for consistency

Verify that figure placement is within one page of reference in text

	
	Graphs
	Review data for logical consistency

Check  grammar, spelling, style

Verify alignment with information in main articles

Perform checks of data (totals add up, percentages make sense, etc.)

 Verify consistency in font and caption style

	
	Header/footer
	Review in each section for consistency in content

Verify page, section numbering

Check alignment on margins, location on page

Verify correct font and point size

	
	Index
	Perform spot checks to verify accuracy of index program

Examine for font, style, spelling

Pay special attention to names and alphabetical style rules, font style rules

	
	Headlines
	Check for consistent length, width, spacing (kerning)
Verify size and style, including capitalization

Check alignment

	
	Legal citations
	Verify against style guide

Note in log for verification in references

	
	Lists
	Verify consistent indentation and alignment with margins

Check spacing and period after numeral

Check accuracy (numerical order)

Verify style requirements and sentence structure

	
	Logos
	Refer to client’s brand/style reference to verify colors and placement of logos, taglines, etc.

	
	Numbers
	Check all against style guidance for usage

Verify comma in numbers greater than 1,000

Check digits vs words in quotations, percentages, etc.

Verify phone numbers, addresses, etc.

Check basic math (percentages, sums, etc)

Check against tables (same information in both)

	
	Organization
	Read for logical flow in the content. Look for items that raise questions. 

	
	Photographs
	Verify spelling of names and locations with text

Verify caption font and style

Copy edit caption (spelling, accuracy, brevity, clarity, capitalization, etc.) and credits

Check for consistency in alignment against margins, box, caption

	
	References
	Check all for accuracy of page, title, citation, etc. 

Note special punctuation and style in references. 

Make sure footnotes are on same page as reference, in their entirety.

	
	Sentences
	Check subject and verb agreement, logic and flow. 

	
	Special style rules
	Look for special guidance on drop caps, use of graphic elements, sidebars, icons, use of color, use of bold/italic and any special style elements

	
	Tables 
	Verify style consistency in alignment, abbreviations, font, spacing, capitalizations, etc.

Across multiple pages, verify headers and breaks

Verify that carryover pages have at least two rows plus header 

Verify accuracy of table content vs document, check title and meaning in caption

Perform spot checks on math: add up columns, rows for accurate totals, check percentages.

Review logic of table and intent of its presentation

	
	Table of contents
	Verify accuracy of page numbers

Check font and style of headings, subheads, etc.

Check leaders for consistency

	
	Titles
	Verify against style (capitalize before name, lowercase after; military abbreviations, religious, academic, etc.)

	
	Verbs
	Active tense

	
	White space
	Perform and search and replace for extra spaces between sentences

Check for appropriate spacing between paragraphs

Check for indent positions, page borders

Verify alignment of graphic elements

Check for widows and orphans
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