Tips on Editing and Layout

Presentation

It’s good practice to double space your work. Use 12pt Times New Roman font and make sure you have inserted page numbers.
Paragraphs

Indent new paragraphs, unless the paragraph starts a chapter or new section, in which case it should start to the far left of the page. Only use double blank line spaces for section breaks, indicating a new scene or passage of time, etc. 

For example, refer to this passage from White is for Witching by Helen Oyeyemi (Picador, 2009): 

[image: image1.jpg]Across e clifts; Dover: Castie 'wag black, The fun. was.
sising and the sea was changing colour, but the castle stayed
‘within its ines, hunched in a black mess of shapes, and the
vast bank of chalk it tood on seemed to st in the water as i
fighting the darkness that tried to climb down it

Miranda knelt, her hands holding tight to the safety bars
Someone floated face down at the foot of the cliff. The sea
efused to take the body far fiom the shore and contented
itself with tossing the corpse back and forth beween its
gentler waves.

W died. this morning she thought, then saw a scrap of
colour. The body wore green. Whoever was floating, it was
not her

Sleep came at last, so miraculously and completely that she
walked home through the empty streets unawake, her steps
guided by the slightness of her shadow.

She didn't realize she was asleep until a tapping on her door
Ny




Punctuation
There is generally more discretion with respect to punctuation in creative writing, and rules are not as rigid as in academic work. However, it is important that you use punctuation consistently and with intentionality, so it might be useful to understand the conventional rules. They are as follows:
A full stop generally distinguishes a complete thought. 
A comma generally separates related clauses, and the sentence may often include a conjunction (and, or, yet, whereas, etc.). The comma is also used to separate items in a list (except when a semi-colon would be more appropriate – see below).
A colon may be used after an independent clause to introduce a related list or explanation, for example: ‘When you sit down to edit, it may be useful to have the following items handy: a pen, a dictionary, and the layout and editing tips.’
A semi-colon may also be used to separate two distinct thoughts in a single sentence; it may also be used to separate items in a list with internal commas, for example: ‘Our trip to the United States took us all over the map: Los Angeles, California; Newark, New Jersey; Myrtle Beach, South Carolina; and Washington, DC.’ 
Dialogue
Like paragraph breaks, dialogue should generally be indented, unless it is opening a new section (in which case it should start at the far left of the line) or unless you decide that it flows better to keep the dialogue on the same line as the preceding text. 

For example, refer to this passage from Things Fall Apart by Chinua Achebe (Penguin, 2001):

[image: image2.jpg]‘I cannot understand why you refused to come with us to kill tha
boy, he asked Obierika.

“Because I did not want to,” Obierika replicd shaply. ‘I had some
thing better to do."

“You sound as f you question the authority and the decision of the
Oracle, who said he should die.”

1do not, Why should I But the Oracle did ot ask me to carry ou
s decision.”

‘But somcone had (o do i, If we were all afraid of blood, it woul
ot be done. And what do you think the Oracle would do then”

“You know very well, Okonkswo, that I am not afesid of blood; and
i anyone tells you that T am, he is elling a lie. And let me tell you
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Make sure you use the right punctuation for the dialogue. 

Please use single quotations throughout the text. (If you decide not to use quotation marks for any reason, you need to find a different way of indicating speech [for example, using dashes before speech].)

If a character is speaking (said, asked, replied, grumbled, etc.), use a comma, exclamation or question mark at the end of the dialogue, inside the quotation marks, e.g.:  ‘I don’t like brussel sprouts,’ Oliver said. 
If you would like to insert a paragraph break within one character’s dialogue, closing quotation marks are not necessary between paragraphs. Closing quotation marks would then only be used after the final line of dialogue for that character. (See the Tinti example below.)

If the narrative following the dialogue describes actions rather than speaking, the speech should end with a full stop, rather than a comma, exclamation or question mark, e.g.: ‘I don’t like brussel sprouts.’ Oliver frowned. 

Here’s another example, a passage from The Good Thief by Hannah Tinti (Dial Press, 2009).
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“Te all started when our father took us out west on the
wagons. We cleared a field near one of the outposts—Fort
‘Wagaponick—do you know i” Father John said he did not.
Benjamin Nab looked to Ren, and the boy realized he ws witing
fox his answr before continuing thestory. Ren shook his head.

“Well? said Benjamin Nab. “You used to know i But you
were 100 itcle to temember, T guess, Theee were tees there dhat
were s big a houses, 50 wide e took twenty men to circle them
with dheir arms. The birs that lved in chose branches wee as
Jarge a5 donkeys and would take away dogs and children to feed
dheie young a mile high in the sky. The mountains touched the
clouds and created their own kind of westher—snow in the
summer and desert heat in the middle of January. That' where
you were born,in thevally just below, between the woods and a
siver full of danger.

“Oue ather was all dreams. Always ey to gee to the edge
of nowhere. Well,ehat ws it. Nothing but wildness and things
you don'c know the names for—strange lile scutlings dhat
moved through the leaves in the woods and big gallumps dat
went past in the ight. T was 2 ot bigger than you he said,nod-
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Use dashes for interrupted speech and ellipses for speech that trails off, e.g.:

‘I was just hoping―‘ I began, but Sarah interrupted me. 

OR

‘I was just hoping you’d...’ I couldn’t figure out what to say. ‘Just forget about it.’ I put my hands in my pockets and turned away. 

But, if narrative interrupts the speech, but does not describe it, the punctuation should be dashes outside of the speech marks, around the narrative, e.g.: 

‘Oh, Richard’ – Mum was smiling – ‘that’s so kind of you.’
Numbers

In fiction you should spell out all numbers up to a hundred (for example ‘thirty-three’ not ‘33’ and fifteen-year-old, not 15-year-old). However, you can use numerals for weights and measures, sums of money (e.g. £3.99), lists of numbers (e.g., ‘We had 5 bananas, 3 cakes, 8 apples and 7 bottles of lemonade.), percentages, dates (e.g., 15th February 2009) and time (e.g., 5.30, 5pm). Just be consistent with whatever you use. 

Italics

Use italics for: 

Book titles (The Catcher and the Rye)

Film and play titles (Romeo and Juliet)

Work of art (The Scream)

Newspapers and magazines (the Guardian, the Observer, The Times, The Economist)

Television and radio programmes (EastEnders, The Six O’Clock News)

Song and album titles (Back to Black, No Woman No Cry)

Use quotation marks for titles of short stories, articles and poems (e.g., ‘Hills Like White Elephants’, ‘The Tiger’). 

You can obviously also use italics to emphasise words or sections stylistically however you choose. 
Capitalisation

Formal titles should be capitalised; however, if a term is used informally, it should be set in lower case. For example: The Archbishop of Canterbury, or the archbishop; President Obama, or the president; Her Majesty’s Government, or the government. 

Copyright

The author of the work is responsible for acquiring permission to quote from a work in copyright. (This includes song lyrics – the right to quote these can be expensive! But there is no copyright in song titles.) A writer can quote from somebody else’s work ‘for purposes of criticism or review’ as long as ‘sufficient acknowledgement’ (a reference) is given. 

Common Spelling and Grammar Mistakes

all right, not alright

any more, not anymore

co-operate

co-ordinate

enquire, enquiry (ask question) but inquire, inquiry (investigate, formal investigation)

for ever (but forever young)

goodbye

goodnight

good day

halfway

kerb (stone); curb (restrain)

Mum/Dad vs. my mum/my dad. Only use the capital letter if you are using it as a ‘title’ and without ‘my’.

no one

on to

okay or OK, not ok

per cent not %

some time (we waited for him for some time), but sometime(s) when used as an adjective or adverb (sometimes he rings after work; sometime friend)

thank you

till (not ‘til)

First World War or World War I (not WWI)

Use British English spellings rather than American ones. This generally means using ‘ise’ instead of ‘ize’, for example: organise, capitalise, colonise, popularise, analyse and paralyse.

Common Proofreading Symbols
When you are editing your work, or proofreading for others, you may want to try using the same symbols and abbreviations as professional editors use:
	Symbol
	Meaning
	Example
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	insert a comma 
	[image: image5.png]The mayor's brothey, Itell oy s a crook
A





	[image: image6.png]



	apostrophe or single
quotation mark 
	[image: image7.png]I wouldi¥know where to put this vase.
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	insert something 
	[image: image9.png]Tknow jnfact, everyone knows .
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	use double quotation marks 
	[image: image11.png]N
My favorite poern is Design”
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	use a period here 
	[image: image13.png]This is a declarative sentence
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	delete 
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	transpose elements 
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	close up this space 
	[image: image19.png]Jordan lost his favorte basket ball
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	a space needed here 
	[image: image21.png]| have only threefriends: Ted, Raoul, and Alice.
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	begin new paragraph 
	[image: image23.png]“Iknew it | said ™l thought 5o, she replied.
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	no paragraph 
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“He's no good "






Common Proofreading Abbreviations

These abbreviations would appear in the margin, probably with a line or arrow pointing to the offending element.

	Abbreviation
	Meaning
	Example

	Ab
	a faulty abbreviation
	She had earned a Phd along with her M.D.

	Agr
See also P/A and S/V
	agreement problem:
subject/verb or
pronoun/antecedent
	The piano as well as the guitar need tuning.
The student lost their book.

	Awk
	awkward expression
or construction
	The storm had the effect of causing
millions of dollars in damage.

	Cap
	faulty capitalisation
	We spent the Fall in Southern spain.

	CS
	comma splice
	Raoul tried his best, this time that
wasn't good enough

	DICT
	faulty diction
	Due to the fact that we were wondering
as to whether it would rain, we stayed home.

	- ed
	problem with
final –ed
	Last summer he walk all the way to Birmingham.

	Frag
	Fragment
	Depending on the amount of snow we get this
winter and whether the towns buy new trucks.

	| |
	problem in parallel form
	My income is bigger than my wife.

	Rep
	unnecessary repetition
	The car was blue in colour.

	Sp
	spelling error
	This sentence is flaude with two mispellings.

	- s
	problem with final –s
	He wonder what these teacher think of him.

	STET
	Let it stand
	The proofreader uses this Latin term to indicate that proofreading marks calling for a change should be ignored and the text as originally written should be "let stand."

	S/V
	subject/verb agreement
	The problem with these cities are leadership.

	T
	verb tense problem
	He comes into the room, and he pulled his gun.

	Wdy
	Wordy
	Seldom have we perused a document so verbose,
so ostentatious in phrasing, so burdened with too many words.

	WW
	wrong word
	What affect did the movie have on Sheila?
She tried to hard to analyse its conclusion.


