
Introduction to Copyediting, 2019-2020 

Course Outline 

SESSION TOPICS READING ASSIGNMENT (to 
read before viewing the video) 

COPYEDITING ASSIGNMENT 
(to do after viewing the 

video) 

Session 1 
Introduction 
• Housekeeping, course 

overview 
• The publishing process, the 

copyeditor’s role 
• Some basic principles and 

goals of copyediting 
• Tools 

• TCH: chapter 1 
• CMoS 17: ¶2.1 and 2.2 

(Try to read this before our first 
session.) 

• A Copyediting Challenge: 
Test Your Skills, TCW, p. 3) 

• Optional: Question of the 
Week (at the end of this 
handout) 

Session 2 
Marking the Manuscript 
• The manuscript 
• Copyediting marks 
• The style sheet 
• Usage guidelines and style 

books 
Author Care: Queries 
• Purpose of author queries 
• Queries and the author-ce 

relationship 
• Queries and production 

• TCH: chapter 2 
• CMoS 17: ¶2.48-2.99 
(As you read and practice, use 

the Response to Your Reading 
and Practice form in handout 
1.) 

• Exercises on copyediting 
marks, onscreen editing, 
style sheet (handout) 

Optional 
• TCW exercises 2-1 through 

2-5, pp. 17–30 
• Optional: Question of the 

Week 

Session 3 
Grammar Review 
• The role of formal grammar 
• Main elements of the 

sentence 
• Basic sentence types and 

patterns 
• Sentence development 
• Common punctuation issues 

• TCH: chapters 4 & 14 
• CMoS 17: chapter 5 and 6. 

Or, in place of or in addition 
to chapter 6, you may read 
the Readings for Session 3 
handout.  

(Use the Response to Your 
Reading and Practice form as 
you read and do the 
exercises.) 

 
• TCW exercises 4-1 and 4-2, 

pp. 49–57, and 14-1, pp. 
131–134 

Optional 
• Exercises in handout  
• Question of the Week  

Session 4 
The Varieties of Editorial Style 
• Overview 
• Names 
• Spelling, hyphenation, 

capitalization 

• TCH: chapters 5 and 6 
• CMoS 17: chapters 7 and 8 
(Use the Response to Your 

Reading and Practice form as 
you read and do the 
exercises.) 

• TCW exercises 5-1, p. 58, 
and 6-1, p. 67 

• Optional: Question of the 
Week 
 

SESSION TOPICS READING ASSIGNMENT (to 
read before viewing the video) 

COPYEDITING 
ASSIGNMENT (to do after 
viewing the video) 



Session 5 
More Editorial Style 
• Numbers 
• Quotations 
• Abbreviations and acronyms 
• Copyediting fiction 

• TCH: chapters 7–9 
• CMoS 17: chapters 9, 10, 13 
• “Beyond the Blue Pencil,” by 

Jacques Barzun 
(Use the Response to Your 

Reading and Practice form as 
you work.) 

• TCW exercises 7-1, 7-2, 8-1, 
8-2, 9-1, and 9-2, pp. 75–
93 

• Optional: Question of the 
Week 

Session 6 Higher-Level Language Editing 
· Connotation and denotation 
· Concision 
· Paragraphing & transitioning 
· Bias in writing 
• Pros & cons of freelancing 

• TCH: chapter 15  
• Re-read CMoS 5.48 and 

5.252–260 on bias 
• “When Writing Is ‘Correct,” 

Yet Flawed,” by Odile 
Sullivan-Tarazi  

 (Use the Response to Your 
Reading and Practice form as 
you read and work on the 
exercise.)  

Final exercise: Pick one of the 
medium-level copyedit 
exercises in TCW (4-4 or 5-3) 
and review your work against 
the key in the back and/or 
complete my Final Exercise 
and return to me for review/ 
comment. 

Session 7 
Wrap-up  
• Review of final assignment 
• Other topics, TBD 

• CMoS 17: 2.81 
• TCH: chapter 13 
(Use the Response to Your 

Reading form as you read.) 

After you watch the video, 
you’ve finished the course! 

(There is a Question of the 
Week, though, if you love 
these …) 

April 14, 2020 
Last day to turn in homework for review, send questions,  

and schedule follow-up chat with me 
 


