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Editing in the Global Marketplace: Theories, Practices, and Methodologies 
 
In this class, you will learn how to edit technical documents, from proofreading for errors at the surface level to ensuring 

that documents contain appropriate content, organization, and visuals for their various readers. You will also learn long-

forgotten (or never-learned) principles of correct English grammar, syntax, and punctuation; how to use traditional editing 

and proofreading marks; the editing functions within word processing software; and basic principles of layout and design. 

Finally, this course will introduce you to the full spectrum of workplace responsibilities today’s editors and editorial 

teams face, including large-scale project design and management, ethical and legal issues, and the impact of the global 

marketplace on editing practices, theories, and methodologies. 

 
By the end of the semester, you will be able to                       Your proficiency with these skills will be assessed through 

 
Perform comprehensive editing, copyediting, and 

proofreading; 

Final project, grammar/copyediting exam 

Utilize, understand, and confidently support editorial 

decisions regarding grammar, syntax, punctuation, style, 

and organization; 

Daily assignments, grammar/copyediting exam, editing 

assignments, final project 

Use and understand editorial and proofreading 

terminology; 

Final project, grammar/copyediting exam 

Understand the profession of editing, including career 

possibilities and professional, ethical, and legal 

responsibilities; 

Daily assignments and lectures 

Revise for tone, clarity, conciseness, and continuity; Daily assignments, grammar/copyediting exam, final 

project 

Use traditional copyediting and proofreading marks; Daily assignments and grammar/copyediting exam 

Become familiar with project management techniques, 

responsibilities, and challenges; 

Final project, lectures 

Use technologies related to editing (primarily MS Word); Final project, grammar/copyediting exam, daily 

assignments, lectures 

Analyze diverse communication/rhetorical situations. Final project, grammar/copyediting exam daily 

assignments, other exercises 

 

Textbooks & Other Requirements  
 

Rude, Carolyn D. and Angela Eaton. Technical Editing. 5th ed. Boston: Longman, 2011. Print. (Required) 

 

The Chicago Manual of Style: The Essential Guide for Writers, Editors, and Publishers. 16th ed. Chicago: U of Chicago 

 P, 2010. Print. (Strongly suggested) 

 

Please be sure to get the correct editions of both texts!  
 

ENG-W 365 (#29840) 

Technical Editing: Theories and Practices  

Monday, 4 to 6:30pm in SM 224 (Hunt Hall) 

Fall 2017 

paulcook@iuk.edu 

Dr. Paul Cook 

Office: KO 238-D 

Office Hours:  

Tuesdays, 1:00 to 3:00pm and anytime by 

appointment. 
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Occasionally, I will post required readings and handouts to Canvas; these readings typically will be in .pdf format. I 

encourage you to print out these readings and practice “reading actively.” That is, you should learn to read with a pencil or 

pen in hand so that you can engage with the text—underline and circle passages, write comments, observations, and 

questions in the margins, and jot down ideas as they come to you.   

 

You will also need… 

*to set up your IU Box account so you can save readings, research, and drafts of your work in safe, secure cloud storage. 

If you’ve never used IU Box before, simply click on the hyperlink in the previous sentence (hold down the Ctrl key and 

click with your mouse) and log in to your IU Box account with your IU Kokomo username and passphrase. This will take 

you right to your IU Box account. From there, it’s fairly self-explanatory: you can create new folders and upload files just 

as in Windows or MS Word.   

** a sturdy notebook, lots of paper, good pens and pencils, and access to a reliable computer. Also, I assume that you will 

have a basic working knowledge of (and access to) MS Word (2016), MS PowerPoint (2016), e-mail, Canvas, and Adobe 

Reader.  

 

***access to the Oxford English Dictionary. Luckily, the OED is available for all IUK students through our library. 

Simply go to the “Databases A to Z” link and click on the letter “O.” 

 
Assignments and Grading 

Copyediting and Grammar Exam (15%) 
In Week 11, we will have a cumulative copyediting and grammar exam on the grammar and copyediting skills 

we’ve been learning thus far. This exam will take the entire class period.  

Chapter Outlines/Reading Quizzes (10%) 
Depending on whether we decide as a class to do outlines or quizzes, some weeks you will be required to either 

write an outline of that week’s chapter readings (complete with key terms and concepts) or a quiz at the beginning 

of class. These exercises are designed to make sure everyone’s keeping track of the readings and to reward those 

who are reading carefully and conscientiously.  

Editing Assignment #1 (5%) and #2 (10%) = (15%) 
We will have two editing assignments: the first will be a basic copyedit of a brief document, while the second will 

give you some practice performing more comprehensive edits of a resume (either your own, a friend’s, or one of 

the sample resumes in the “Resumes” folder in Canvas). 

D&A Assignments (30%) 
D&A, or “Discussion and Application” exercises, are the backbone of our editing work in this course: some of 

these exercises will be completed for homework (and occasionally I will ask you to post your D&As to a 

designated Discussion in Canvas—see course schedule below for more detailed information and dates), while 

others will be completed in class and/or in small groups. Unless otherwise notified, D&As are graded on a holistic 

scale: that is, you will receive full credit if you get all of the exercises correct, an “80” if most of the exercises are 

correct, a “70” if your work in general is lacking, a “60” if your work is severely lacking and/or you’ve failed to 

complete some portion of the assignment, or a “0” for failure to submit a D&A. The highest grade a late D&A 
can earn is a “70.” I will drop your lowest D&A grade at the end of the semester.    

https://iu.box.com/login
http://iuk.edu/library/
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Final Project (25%) + Presentation (5%) = (30%) 
For our final project of the semester, you will gain some experience working with others on a large-scale team-

editing project. Each of you will be assigned to an editing team, and each team will be assigned a separate 

comprehensive editing project (see the “Final Projects” folder in Canvas for more information). These are “real-

world” documents in that they have been adapted from actual organizations and institutions, and each document 

was created with specific readers, uses, origins, and impacts in mind. Some errors and inconsistencies have been 

introduced, but others are original. Furthermore, grammatical or mechanical errors aren’t are the only problems in 

these documents—they also need to be comprehensively edited for style, organization, consistency, correctness, 

completeness, and even document attractiveness and accessibility to readers. Final Projects are due in Canvas 

before 11:30pm EST on the last day of class (Monday, 12/04).   

 

Each team will also develop a short presentation on their final projects that details the editing process from start to 

finish. These presentations will be given during our final class meeting on Monday, December 4th at 4pm. 

(There is no final exam for this course, and unless we find that we need the time to meet, we will likely not meet 

during the final exam period.) 

 

                                                                              =100% 

 
Attendance and Participation 
While there will be some lecture in this course, this is definitely not a lecture-only course. Ongoing, stimulating class 

discussions and in-class group activities are vital to the success of this course and to your overall learning experience. In 

short, it’s important that you come to class regularly, complete all assigned readings each week, take time to reflect on 

what you’ve read (and then go back and re-read), take careful notes on the readings (in your notebook and textbook), ask 

questions, and participate actively and enthusiastically in class discussions and in-class exercises.  

   

When you miss class, you miss important information, and classmates miss your input and ideas. If you are absent, you 

are responsible for finding out what we covered in class and for submitting in advance any assignments due on that 

day. I reserve the right to change the course schedule at any time, and it is your responsibility to stay on top of these 

changes. If ever you do miss class, you should use the “Questions about the Course” Discussion in the “Discussions” tab 

in Canvas to find out what you missed. See “Getting in touch with me...and each other” below for more information.  

 

Your course grade will drop by one letter grade (10%) if you miss more than 10% of our classes (or 2 class periods); you 

will fail the course if you miss 20% of our classes (4 class periods) or more. If a bone fide emergency forces you to miss 

several class periods, please contact me as soon as possible so we can discuss your options.  

 
Phones, Technology, and other Distractions 
Here’s the straight dope on mobile devices, folks: be courteous and sensible with your smart phones, laptops, tablets, and 

other mobile devices. You might think you have to be imminently available to everyone in your social network, family, 

neighborhood, whatever, or that you constantly have to be checking your e-mail, texts, Facebook, Twitter, Instagram, 

Pinterest, or whatnot, but you really don’t.  

 

There are important, practical advantages to be gained by “unplugging,” by experiencing the passage of time as well as 

conversation and interaction the way previous generations did: face-to-face and in real-time. Research suggests that 

students who leave their mobile devices and laptops in their bags actually perform better academically. Opportunities to 

unplug from the matrix are increasingly rare; let’s pledge to use our time together this semester for discussion, reflection, 

and exploration, not Candy Crush Saga and idle Facebook stalking. 

https://www.insidehighered.com/news/2016/05/13/allowing-devices-classroom-hurts-academic-performance-study-finds#.VzYFbL1qF-A.mailto
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Finally, please do not log-on to the classroom computers until we’re ready to use them. Most days I will begin class 

with a brief mini-lecture or at least a series of announcements, and it’s difficult to retain this important information when 

you’re multitasking.  

 
Late Assignments 
Late work will not be accepted under most circumstances. If a bona fide emergency forces you to miss class, please let me 

know as soon as is reasonable so that we can discuss your options.  

 
Getting in touch with me…and each other 

You will have several avenues of communication for this course:     

 

▪ If you have general questions about the course (assignments, due dates, course policies, etc.), please post your 

questions on the “Questions about the Course” Discussion in the “Discussions” tab. I will check this Discussion 

regularly (usually twice a day from Monday through Friday and at least once on the weekend) and answer any 

questions you may have. If you have a question that concerns the entire class, please use this space. 

 

▪ “The Coffee House Lounge” site in the Discussions tab will be an informal space for you to meet your fellow 

students and get to know one another over the course of the semester. This is a social gathering place. I will not 

monitor this site on a regular basis unless students express concern to me about the content being posted. 

 

▪ If you have questions of an individual or personal nature that you do not wish to share with the rest of the 

class, you can contact me by sending a message through the message center in Canvas (in the “Messages” tab). 

This is the best way to get in touch with me. You are also always welcome to visit me in my office (during and 

outside of office hours), call me in my office during office hours (765/455.9229). I want to discuss the class and 

your work with you, and utilizing office hours is an excellent way for us to address any concerns you might have 

about the class, your progress or performance, and/or any of your questions about the course material and your 

projects and interests. 

 

“Cool Down” Days 
Over the course the semester, we will have several “cool down” days, which are essentially planned opportunities for us to 

catch our collective breath and practice and hone some of the concepts we’ve learned thus far. Cool down days are 

loosely-planned “free” periods during which students can work on any exercises, practices, or concepts from the course 

during class time with my guidance and supervision. These days are also planned opportunities for me to get feedback 

from you on how things are progressing. Are we moving too fast or not fast enough? Are there concepts with which 

you’re struggling? What are some other areas, concepts, or skills on which you’d like to spend more time? And so forth. 

See course schedule below for more details.  

 
Technical Requirements and Troubleshooting  
This course requires that you have access to the IU Kokomo computer network, access to the Canvas course management 

system, and some basic familiarity with Canvas. The IU Kokomo Instructional Technology department (IT) provides 

guidelines for hardware and software for all students. This course requires primarily word processing (preferably MS 

Word 2016), printing capabilities, and access to Canvas. See https://iuware.iu.edu/ for free downloads and discount prices 

on hardware and software exclusively for IU students.  

 

Students should contact the IU Kokomo Helpdesk with technical questions. The Helpdesk offers technical support to 

faculty, staff, and students for all IT-related requests. The Helpdesk provides assistance to users, as well as maintains a 

https://iuware.iu.edu/
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tracking system that places each user’s request into a queue. You can send an e-mail request to the Helpdesk at 

kohelp@iuk.edu or call 765/455.9315. Local phone and walk-up support at the Helpdesk in the Library is available 

Monday through Friday from 8:00am to 5:00pm. If you’re having any technical difficulties, please contact both me and 

the Helpdesk right away so we can get your problem solved. 

 

Academic Honesty and Plagiarism 
“A student must not adopt or reproduce ideas, words, or statements of another person without an appropriate 

acknowledgement. A student must give due credit to the originality of others and acknowledge an indebtedness whenever 

he or she does any of the following: (a) quotes another person’s actual words, either oral or written; (b) paraphrases 

another person’s words, either oral or written; (c) uses another person’s idea, theory, or material unless information is 

common knowledge.” Source: Indiana University Code of Student Ethics. (Note that “intent” is not a factor here.)   

 

“Double dipping,” or submitting a writing project for two or more courses (whether they’re IUK courses or not), 

constitutes plagiarism and will result in a grade of zero and possible disciplinary action. If you have an idea for a writing 

project from another class that you would like to further develop in this class, please consult with me. I’m more than 

willing to help you develop your ideas and plan writing projects that will do work for you, but simply submitting the same 
essay for multiple classes is not acceptable under any circumstances.  

 

Knowing the boundaries between acceptable and unacceptable uses of other’s work, texts, or ideas can be tricky 

sometimes, and we will spend some time in class discussing the boundaries of acceptable use, the nature of research, and 

when, where, and how to appropriately document source materials. 

 

Writing Center (Student Success Center: Library) 
Don’t forget to utilize the Writing Center that your tuition dollars support! The IU Kokomo Writing Center is open 

Monday through Thursday, 9am to 7pm, Friday, 10am to 2pm, and Saturday, 12:30 to 4:30pm. Remember, many of IU 

Kokomo’s best students understand that seeking out a response to their writing is a necessary part of the learning/writing 

process. Several of the staff who presently work in the Writing Center have or are currently working toward teaching 

credentials, and many are graduate students. Stop by or call for a 30-minute appointment: 765/455.9425, Option #1. 

 

You can now instant message the tutors your quick questions (grammar, citing, etc.) using campus contacts. Visit our 

website where you can 

 

▪ Ask a more detailed question online by using Ask a Tutor email option. 

▪ See a list of Grammar Girl podcasts on hundreds of usage and other English language concerns. 

▪ Discover which helpful documents and other sources are available at the Center. 

▪ Find out when your favorite tutor is scheduled to work. 

 

Student Accessibility Services 
Every attempt will be made to accommodate qualified students with disabilities (e.g., mental health, learning, chronic 

health, physical, hearing, vision/neurological, etc.). You must have established your eligibility for support services 

through the appropriate office that services students with disabilities. Note that services are confidential, may take time to 

put into place, and are not retroactive; captions and alternate media for print materials may take three or more weeks to 

produce. Please contact your campus office as soon as possible if accommodations are needed. Find your office at 

http://ada.iu.edu/students/index.shtml.   

 

Students requiring accommodations for disabilities or special needs should contact the Office of Accessibility Services. 

Don’t wait until the middle or end of the semester to take care of these issues; if you have a documented disability, please 

don’t hesitate to let me know as soon as possible. 

mailto:kohelp@iuk.edu
http://www.iuk.edu/writing-center/
http://www.iuk.edu/writing-center/
http://ada.iu.edu/students/index.shtml
http://www.iuk.edu/career-services/accessibility-services/index.php
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Course Schedule 
 

Note: Readings and homework assignments are listed in the right hand column. You will post some of your homework 

exercises to a designated Discussion in Canvas: these assignments are marked in red—Discussions. I reserve the right to 

alter reading assignments and due dates depending on how quickly we’re moving and other considerations. I will always 

give advance notice of any changes to the course schedule through a Canvas announcement and, wherever possible, 

during class meetings.   

 

In-Class Activities Homework (Readings and Assignments)  

Week 1: Course Introduction/What Does an Editor 
Do? 
M, Aug. 21 
1. Go over syllabus/introduction to the course 
2. Quizzes vs. Outlines? 
3. Introductions/”Ice-Breaker” exercises 
4. “Snow Day” exercise on tone and writerly intention 
5. Quiz on syllabus 

 
 
 
▪ Purchase textbooks! 
▪ Read syllabus carefully and jot down any 
questions—there will be a quiz at the end of the 
period! 
▪ Read Ch. 1 (“Editing: The Big Picture”) 
▪ D&A 1.1 
▪ Quiz/Outline on Chapter 1  
 

Week 2: Editing as Collaboration and 
Administration  
M, Aug. 28  
1. Diagnostic Copyediting and Grammar Exam 
2. Assign and complete “Editing and Me” memo 
3. Write “Editing and Me” Memo (one 1 short 
paragraph per number—graded as a D&A grade):  
 

1. Read 3 technical editor ads on 
Monster.com and summarize the 
required skills, location, salary, etc. 

2. Read 3 technical writer ads and discuss 
whether editing is required; if so, 
describe in detail what the ad asks for. 

 
Write a paragraph about your future career plans and 
editing.  Do any hiring companies look interesting?  
What experience and skills do you need?  What 

 
 

 
▪ Read Ch. 2 (“Readers, Users, Browsers, 
Problem Solvers…”)  
▪ D&A 2.4 (post to Discussions in Canvas) 
▪ D&A 2.5 (post to Discussions in Canvas) 
▪ Read Ch. 4 (pp. 43-49 only) 
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technical (e.g., software) knowledge do these ads 
require?  

Week 3: Labor Day  
M, Sept. 4 (Labor Day—no class) 
 
 
 

 

Week 4: Editing as Collaboration (cont.) & 
Introduction to Marking Paper Copy 
M, Sept. 11 

1. Quiz/Outlines on Ch. 2 
2. D&A 2.1 
3. Discuss responses to D&A 2.4 and 2.5 
4. In-class intro to paper mark-up (D&A 4.1) 
5. Course content feedback Q&A: “What questions  
do you have about editing?”  
6. Assign and discuss Editing Assignment #1  
(marking paper copy/beginning copyediting)   
 

 

 
 

 
▪ Read Ch. 3 (“Collaborating with Writers”) 
▪ D&A 3.2 (post to Discussions in Canvas) 
▪ Read Ch. 4 (pp. 49-56) 
▪ Editing Assignment #1 due in class on M, 

9/26 
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Week 5: Marking Paper Copy (cont.) 
M, Sept. 18 
1.Quiz/Outlines on Ch. 3  
2. D&A 3.1 
3. Go over D&A 3.2 
4. D&A 4.4 and 4.6 
5. in-class exercises on marking paper copy 

 
 

▪ D&A 4.1 
▪ D&A 4.3 (post to Discussions in Canvas) 
▪ Read Ch. 7 (“Basic Copyediting: An 

Introduction”) 
 

Week 6: Basic Copyediting  
M, Sept. 25 
1. Quiz/Outlines on Ch. 7  
2. Editing Assignment #1 Due  
(collect and discuss EA #1) 
3. Start D&A 7.2 
4. Discuss general guidelines for copyediting resumes  
5. More in-class copyediting exercises 
 

 
 
▪ Complete copyediting exercises   
▪ Read Ch. 8 (“Copyediting for Consistency”) 
▪ D&A 8.2 and 8.3 (post in Discussions in 
Canvas) 
▪ Finish D&A 7.2 for homework (if necessary) 

Week 7: Basic Copyediting (cont.)  
M, Oct. 2 (“Cool Down” day #2) 
1. Quiz/Outlines on Ch. 8  
2. D&A 8.1 
3. Discuss D&A 8.2 and 8.3 
4.Discuss D&A 8.5  
5. Assign Editing Assignment #2 (Copyediting and 
Grammar: resumes) 
6. Course content feedback Q&A: “What questions 
do you have about copyediting thus far? What’s 
giving you trouble?” 

 
 

▪ Re-read and review Ch. 8 
▪ D&A 8.5 (post in Discussions in Canvas) 
▪ Read Ch. 9 (“Spelling, Capitalization, and 

Abbreviations”) 
▪ D&A 9.1 
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Week 8: Grammar Review 
M, Oct. 9 
1. Quiz/Outlines on Ch. 9 
2. D&A 9.2 and 9.6 
3. Grammar Review, Part 1   
4. D&A 10.1 
5. Assign and discuss Final Projects: assign groups 
and roles, start thinking about division of labor and 
project management, etc. 
 

 
 

▪ Read Ch. 10 (“Grammar and Usage”) 
▪ Complete practice grammar quizzes (online in 

Canvas) 
▪ D&A 10.1, 10.2, 10.3, and 10. 

Week 9: Grammar Review (cont.)  
M, Oct. 16 (no class—Fall Break) 

 

Week 10: Grammar Review (cont.)  
M, Oct. 23 
1. Grammar Review, Part 2 
2. Discuss D&A 10.5 and 10.6 
3. D&A 10.7 and 10.8 
4. More grammar exercises (time permitting) 
5. Editing Assignment #2 Due (collect and discuss 
Editing Assignment #2) 
  
 
 

 
 

▪ Re-read and review Ch. 10 
▪ Review for Copyediting and Grammar Exam  

Week 11: Grammar Review (cont.) 
 M, Oct. 30 
1. Grammar Review, Part 3 
2. In-class grammar review and feedback Q&A: 
“What questions do you have about grammar, usage, 
and copyediting?” 
3. Halloween fun!  
  

 
 

▪ Prepare for Copyediting and Grammar Exam 
▪ Good luck! 

Week 12: Copyediting and Grammar Exam  
M, Nov. 6 

1. Copyediting and Grammar Exam (15%) 
 

 
 

▪ Read Ch. 5 (“Marking Digital Copy”) 
▪ D&A 5.3 (post in Discussions in Canvas)  
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Week 13: Marking Digital Copy 
 M, Nov. 13 (“Cool Down” day #3)  
1. Discuss Ch. 5 
2. Assign Final Projects  
3. In-class workshops and group meetings on Final 
Projects 
4. Feedback Q&A: “What questions do you have 
about the Final Projects? How is everything going?”    

 
 

▪ Meet and work on Final Projects  
▪ Read Ch. 14 
▪ Complete D&A 14.2 for homework (post to 

Discussions in Canvas) 
 
 

Week 14: Comprehensive Editing 
M, Nov. 20 
1. Discuss Ch. 14 
2. Discuss D&A 14.2 
3. In-class workshops and group meetings on Final 
Projects 

 
 

▪ Read Ch. 15 (“Style: Definition and Sentence 
Structures”) 

▪ D&A 15.1 and 15.2 
▪ Work on Final Projects 
▪ Make sure Final Projects are where they need 

to before leaving for Thanksgiving Break! 
▪ Read Ch. 17 (“Organization: The Architecture 

of Information”) 

Week 15: Comprehensive Editing: Style 
M, Nov. 27 
1. D&A 15.3, 15.5, and 15.7  
2. In-class workshops and group meetings on Final 
Projects  
 

 
 
 

▪ Read Ch. 20 (“Editing for Global Contexts”) 
 

Week 16: Editing for Global Contexts / Final 
Projects Due / Course Wrap-Up 
M, Dec. 4  
1. Final Project Presentations (5%) 
2. Discuss Ch. 20 
3. Course Evaluations 
4. Final Projects (25%) due in Canvas before 
11:30pm EST today! 
 

 
 
 

▪ Complete and submit Final Projects  
▪ Have a great holiday break!  

 
 


	Editing in the Global Marketplace: Theories, Practices, and Methodologies
	Textbooks & Other Requirements
	Assignments and Grading
	Copyediting and Grammar Exam (15%)
	Chapter Outlines/Reading Quizzes (10%)
	Editing Assignment #1 (5%) and #2 (10%) = (15%)
	D&A Assignments (30%)
	Final Project (25%) + Presentation (5%) = (30%)

	Attendance and Participation
	Phones, Technology, and other Distractions
	Late Assignments
	Getting in touch with me…and each other
	“Cool Down” Days
	Technical Requirements and Troubleshooting
	Academic Honesty and Plagiarism
	Writing Center (Student Success Center: Library)
	Student Accessibility Services
	Course Schedule

