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Editing Checklist
CONTENT 

 Does the content fit the type of document being developed (e.g., informative text in a Blue Book; normative text in a Green) 

 Does the document reflect the consensus of the Working Group (WG)? 

 Is the document comprehensive—does it include everything needed to make it complete, and no more? 

 Is the content/information accurate? 

 Is the content well organized and presented logically? 

 Is everything that was “promised” in the introduction and in each section’s overview covered in the document? 

 Is everything covered in the order it was promised/laid out? 

 Are there any inconsistencies or discrepancies in the content? 

WRITING STYLE (See also the CCSDS Style Guide Part 1 and other referenced Author’s Toolkit job aids.) 

 Is the language throughout clear and concise? 

 If a Blue or Magenta book, are the “normative text” conventions applied to all normative text?  

 Is each paragraph under 12 lines long? (General rule of thumb. Lengthy paragraphs should be split up where possible.) 

 Are sentences kept to <=20 words, especially in highly technical items? (General rule of thumb.) 

 Where needed, are transitions used to connect one idea to the next—i.e., to move from paragraph to paragraph or sentence to 
sentence? (See “Transitional Words and Phrases” job aid) 

 Are all uses of “this” as a catch-all pronoun removed and replaced with clear wording?  

 Is everything written in third-person discourse? 

 Is the language used simple and free from “dead wood” (extra wording)? (See “Cut the ‘Dead Wood’—Reduce Wordiness”) 

 Is active voice used throughout (instead of passive voice)? (See “Active vs Passive Voice Job Aid”) 

 Are lists presented using parallel construction? 

 Is anything unclear, either with how it’s worded, or how it fits into the context of its paragraph? 

 Are terms used consistently, or are synonyms used to call something a different word (and consequently confuse the reader)? 

GRAPHICS—Figures and Tables (See also the Figures and Tables job aid.) 

 Are all graphics original? (Per Tom Gannett 6/18/2013 e-mail: “The proper way to incorporate materials from other publications 
into CCSDS documents is by reference rather than by reproduction.”) 

 Has the document editor been supplied with all the original graphics in case changes need to be made? 

 Is every table/figure value added? 

 Is each graphic referenced in the text that precedes it? 

 Does the table/figure “speak to” the paragraph/text that describes its contents? 

 Are there any elements showing in the table/figure that are not addressed in the text? (Your reader will expect there to be text 
that matches or clarifies everything in the figure, and vice versa.) 
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 Is there anything the text addresses that should show in the table/figure but does not? 

 Is each table/figure sequentially numbered? (The Document Editors can help with this.) 

 Does each table/figure have a caption that clearly matches the content of the table/figure? 

 Was each graphic inserted into the Word document as either a Windows Metafile or Enhanced Metafile? 

 Is each table/figure centered on the page? 

 Are the captions placed correctly—above for tables, below for figures? 

REFERENCES (See also individual book-related job aids.) 

 Are section-number citations provided with each reference to another CCSDS document? 

 Is each cited/referenced text included in the bibliography? 

 Are superfluous references included? (If yes, take them out.) 

FORMATTING (Your document editor will look for these.) (See also “Word Styles in CCSDS Book Templates”)  

 Was the correct CCSDS template used to create the document? (This should take care of the majority of formatting items.) 

 Does the document comply with CCSDS formatting (mostly, the template will help writers do this) 

 Did you ask for/get help from your Supplemental Editor or refer to the related Word Styles job aid? 

 If a Blue or Magenta book, is each normative paragraph correctly numbered? 

GRAMMAR AND MECHANICS (Your document editor will look for these.) 

 Does the document observe grammar, spelling, and usage conventions? 

 Is the punctuation correct? (Commas, semicolons, colons, quotation marks, periods, dashes, hyphens) 

 Is the “Oxford comma” (also know as a “serial comma”) used throughout to ensure clarity? 

 Are there any typos? 

 Is capitalization correct and consistent? (Recommended style guides: Chicago Manual of Style or U.S. Government Printing 
Office [GPO] Style Manual) 

 Are all acronyms first called out, then used exclusively (except in headings)? 

 Are all quotation marks single? 

 Are the page numbers correct—does each start with the correct section number and are they all sequential? 

 Does the table of contents match the page numbering? 

 Are all figures and tables (correctly) showing in the table of contents?  

 Are the cross-references correct and do the bookmarks work? 

From Plotnik, Arthur. 1982. The Elements of Editing: A Modern Guide for Editors and Journalists. New York: Macmillan. 

The only predictable element in editing is that the next problem to come along will not yield to any of the thousands of 
solutions developed in tackling previous problems. 

Murphy’s Law assures us that no amount of proofreading will uncover all the errors of a work about to be published. 

…editing…is an excruciating act of self-discipline, mind-reading, and stable-cleaning. If it seems like a pleasure, 
something is probably wrong. 


