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		Preface

		Editing—who needs it?

		As a writer, I need it. I make mistakes. I write things that I think will be clear to everybody, but an editor says, “No, no, Steve,” and I realize my error. Thank God for editors. “Nobody loves a copy editor, but everybody needs one,” wrote copy editor Laura Moyer,1 even though we editors “make errors seven days a week,” she noted on another occasion.2

		Editors, writers, everyone—we all make mistakes, no matter how educated we are.

		“Many general graduates, though … computer-literate, cannot edit their own résumés,” wrote Arthur Plotnik in 1982.3 It’s still true thirty years later. (I saw one résumé on which a man claimed to have been an “adverse weather aerial delivery system.” I still have no idea what he was talking about.)

		One writer produced an article for an online company publication and didn’t think it needed editing, so it got posted as written. A spell-check would have caught the typos—con-sensus; thethreat; fo; for,and; con cluded; disaf-fected; and dieon,—but the published article also misquoted a federal law and a federal report, and it cited a symposium that took place “28-18 November 2000.” It took an editor to notice that the date was bogus.

		If only the U.S. Special Operations Command had gotten an editor involved before circulating a want ad for “technical writters for operational rediness documents.”

		Editors don’t just catch typos, though. We are also responsible for the meaning of the words. The Bureau of Alcohol, Tobacco and Firearms’ reference to its “unique expertise in the use and misuse of firearms and explosives” would have benefited from some editing. (I myself have some expertise in the misuse of explosives: On one Fourth of July, I set our yard on fire while shooting off fireworks.)

		There’s a lot more that editors do—Arthur Plotnik enumerated six skills: “research, strategy, perception, organization, language, and troubleshooting.”4

		This is how I would summarize it: As editors, our task is to assist the writer in the job of communication. Communication might take the form of persuading, informing, convincing, entertaining, or inspiring. Assisting the writer might mean rejecting the work if it is being presented to the wrong audience (by submitting it to the wrong publisher) or if it is unsuitable for publication because the writer has not done a proper job.

		This aspect of editing—selecting material for publication—is as much an art as a science. It requires taste, sensitivity to the readers’ needs and desires, a feel for what is good writing, and a sense of which new and untried material will appeal to readers. Even if you are new to editing, you may find yourself responsible for choosing what gets published, although in some organizations an editor may have no say in those decisions.

		Some other aspects of editing are, if not more science than art, at least governed more completely by rules and standards. By standards, I mean Standard English: “the English that with respect to spelling, grammar, pronunciation, and vocabulary is substantially uniform though not devoid of regional differences, that is well established by usage in the formal and informal speech and writing of the educated, and that is widely recognized as acceptable wherever English is spoken and understood,”5 according to Merriam-Webster’s Collegiate Dictionary.

		Nonetheless, “something may be grammatically perfect rule-wise yet fail the fundamental test of good grammar, which is crystal-clear communication,” wrote Rich Adin on his blog, An American Editor.6

		Editing means not only applying the rules, but also applying good judgment. Baltimore Sun copy editor John McIntyre offers this advice: “If you spend all your time chasing shibboleths and tweaking minor solecisms, you may not take into account that the text itself is vapid and inane.”7 This book is not a substitute for good judgment nor for a style guide, such as The Associated Press Stylebook and Libel Manual, nor for a classic work on writing, such as The Elements of Style. I could not hope to improve on them or to cover grammar and word usage in such detail or with such authority and accuracy. You will want these and other comprehensive guides on hand to study and reference.

		Rather I want to present an approach to editing that answers the questions “What do I need to do?” “How do I do that?” and “Why do I do that?” and helps editors make good judgments.

		Not all editors agree on everything, and in some places I’ve presented more than one viewpoint. Listening to different thoughtful voices is helpful in thinking about writing and editing, and in making our own choices.

		I hope that this book will help you learn to apply the rules and standards of written English to others’ writing and help writers to better communicate.

	
		Introduction

		
			Do not be satisfied if you write so that someone can decipher it. Tell your story so that anyone with the right background can understand and even enjoy it.

			—Matt Young, The Technical Writer’s Handbook8

		

		Most of us editors, I think, are editors because we love English. Through study and work, we’ve learned what makes writing good, and we’ve learned how to bridge the gap between ordinary writing and good writing. We do that by taking writing that has potential and bringing it up to our standards.

		Yes, we have standards. The standards exist because they’re proven. Writers who follow the rules will, on the whole, do a better job of communicating than those who do not. “Language is arbitrary, but it’s not anarchic,” wrote the late Richard Mitchell, English professor and the Underground Grammarian.9

		There are exceptions. You might arrive at a destination faster by disregarding the traffic laws, but you are more likely to get there every time if you follow the rules. Writing is like that. You can break the rules and still get where you’re going, but if you repeatedly disregard the rules, you’re more likely to cause a wreck along the way.

		In writing there are (perhaps unfortunately) no fines for breaking the rules. You won’t lose your literary license for committing too many infractions. The only penalty is failure: failure to get your work published, failure to communicate, failure to do the best you can. As writers or editors, we have our share of failures, but with careful effort we can enjoy success: getting our work published, communicating with our readers, and doing the best we can.

		Not everyone appreciates the value of our efforts. “There are fewer individuals who can recognize good editing from bad [or] no editing, and even fewer who care, being more concerned with cost,” wrote Rich Adin on his blog, An American Editor.10 At the Baltimore Sun, “copy editing, in particular, was seen at the corporate level as a cost center, an expensive frill, money wasted on people obsessing with commas,” wrote Sun copy editor John McIntyre. “… One of the unexamined assumptions of the War on Editing is that readers, comfortable with the lack of editing standards on the Internet, would be fine with low-grade stuff in print.”11

		Is there a war on editing? The “demand for traditional editing skills” is “going away,” argued Rufus Griscom of Babble, a parenting website. “… Abundance … is necessary to win online, and it is impossible to produce abundance with intensive editorial process.”12 His blog post, quoted here, had a few errors pointed out by readers, and this, he said, “demonstrated the efficiency of crowd sourced copy editing.”13 So Griscom acknowledged the rules, although not the need to correct errors before publication.

		“Can’t you just fix errors later, after readers notice them?” asks The Yahoo! Style Guide.14

		
			Sure, but that’s hardly an ideal solution. For one thing, as soon as you publish your story online, you no longer have complete control over it. Someone may copy text from your site—mistakes and all—or take a screenshot of it, or the flawed story may immediately appear in a news feed, which is content that sites export to people who have signed up for it. So, even if you fix an error, your original story could still be out there. And email presents an obvious problem: If you send a faulty email newsletter to thousands or millions of subscribers, you probably can’t recover it.

			But the potential permanence of errors isn’t the only reason to ensure that your copy is posted right the first time. The biggest reason is this: You want to provide a superior user experience that attracts a loyal audience to your website. People notice mistakes, and seemingly small errors like typos and bad links can make a site look unprofessional or unreliable and can drive visitors away.15

		

		
			Refinement or Seeking Page Views?

			Traffic, engagement data, and social media success provide a much clearer picture of the effectiveness of a piece of writing than the opinion of a single editor. Refining one’s writing style based on this feedback loop is the best editing process available.

			—Rufus Griscom16

			What Griscom’s describing is tailoring your content to produce the most churn. By this standard the best-edited piece in today’s Huffington Post is “More Details Surface In Tony Parker Sexting Scandal.”

			—Bill Barol, Forbes 17

		

		Others besides Barol see the value in editing according to standards and not just in response to a “feedback loop.” “Editing is crucial to producing professional communication,” says the U.S. Air Force Tongue and Quill style guide, which does not hesitate to lay down rules for good communication.

		A skilled writer can bend the rules sometimes—and good editors allow that. There are times when sentence fragments convey a message better than complete sentences do. A punchy rhythm communicates certain things: Force. Repetition. Emphasis. And starting a sentence with a conjunction may create continuity rather than disruption.

		Other infractions of the rules are hard to get past the language police. Sentences must end with a period, a question mark, or an exclamation point, just as you must stop for every red light. Doing otherwise is too likely to cause harm, and your reader is expecting you to come to a full stop at the end of every sentence. (An unfinished thought might end with ellipsis points; see chapter five.)

		The rules work. They help writers get where they want to go—and to take their readers with them. Editors enforce the rules, but we’re not just authoritarians, sticklers for obedience, dictators of the language.

		“We learn the rules. We apply them,” wrote copy editor Laura Moyer. “We’re not trying to catalog the language in all its many glories; we’re just trying to help writers write and readers read. Punctuation, spelling and grammar are the tools that help make a piece of writing readable.”18

		We editors are here to help writers get their work published, to communicate with their readers, and to do the best they can.

	
		1
Marks of Good Writing

		What makes good writing? As editors, we must recognize good writing, because it should be the result of our editing, after we have remedied any deficiencies.

		A good writer uses words skillfully, choosing them with care, organizing them for maximum effect.

		A good writer doesn’t waste words; every word has a purpose and is often chosen over other words that would have served almost as well.

		“The way you write reflects the way you think,” wrote the late William Safire, the “On Language” columnist of The New York Times, “and the way you think is the mark of the kind of person you are.”19

		Good writing presents what the writer has to say. It does so effectively, it communicates clearly, and it makes reading easy for the reader.

		Consider these words of Walter Lord in A Night to Remember.

		
			“What did you see?” asked a calm voice at the other end.

			“Iceberg right ahead,” replied Fleet.

			“Thank you,” acknowledged the voice with curiously detached courtesy. Nothing more was said.

		

		In only four sentences, Lord gave his readers a sense of the command situation on board the Titanic on the night of April 14, 1912. A lookout’s warning was answered with calm detachment, no questions, no further comments. The writing communicates clearly; the prose provides both information and insight.

		Lord’s narrative writing makes history easy to digest. His grammar is straightforward, his punctuation orthodox, his vocabulary conventional. The technical terms he uses can be found in a dictionary.

		Occasionally he will bend the rules slightly by beginning a sentence, or even a paragraph, with a conjunction: “But most of the crew stuck to the ship.”

		The writing is concise; it is simple but powerful. It conveys facts plainly, while the drama inherent in the story carries the reader along. In A Night to Remember, Walter Lord knew he had a story worth telling; no verbal embellishments were needed to make it interesting. That is good writing.

		Not that verbal embellishments are the mark of an uninteresting story. They are one of the writer’s tools, to be used when appropriate. Sometimes they are the mark of literature—that is, writing valued as much for its aesthetics as for the information it imparts. Shakespeare’s plays are literature. We read Hamlet both for its insights concerning human nature and for the beauty of the writing. Some of the dialogue might be improbable, but Hamlet’s value is not in realistic speech; rather it is in speech that exquisitely communicates the thoughts and emotions of the characters. Few people in real life might bid a deceased loved one farewell by saying, “Good night, sweet prince,/And flights of angels sing thee to thy rest.” Yet those lines exhibit such poignant emotion that countless writers have chosen to quote them. That is good writing.

		Plain writing and fancy writing each have their place; both are tools for communicating. They do not compensate for lack of content; they communicate the content. The writing of Walter Lord and the writing of Shakespeare are both rich in content. Each writer used the appropriate style to communicate with his readers. What writers have to say largely determines how they will communicate it.

		Rare is the piece of good writing that has nothing to say. The nonsense poems of Lewis Carroll are one example, but one reason they are humorous is that their sound (poetry) contrasts with their lack of sense. Normally both sound and sense are essential to good writing. “Take care of the sense, and the sounds will take care of themselves,” said the Duchess in Alice’s Adventures in Wonderland, but that is bad advice for writers, because the sounds (the words) do not take care of themselves. Consider, for example, this extract from a May 19, 2011, Homeland Security Department press release: “to prevent, protect, respond to and recover from terrorist attacks, major disasters and other emergencies.” The sounds may have pleased someone’s ear, but the sense is seriously flawed: Preparedness grants are not designed to “protect … terrorist attacks.” Even if we have something eminently sensible to say, our choice of words will not automatically be good. (Even in the mad world of Wonderland, the Duchess’s advice was not true: The sounds often made no sense.)

		While editors must make sure that the words a writer has put on paper accurately represent the author’s intention, an editor also must make sure that a writer really has something worthwhile to say. “The English language … becomes ugly and inaccurate because our thoughts are foolish, but the slovenliness of our language makes it easier for us to have foolish thoughts,” wrote George Orwell.20

		“The editor’s first reading of a manuscript is critical of content,” says a classic style guide, Words Into Type,21 “appraising its value, detecting its weaknesses and its strong points, judging its literary style and the skill, or lack of it, shown in the assembling of the subject matter.” The editor will focus “attention not only on the larger aspects of content and arrangement, but also on details of what the author has written” and how the author “has expressed it.”

		Content is, after all, the main thing we expect writers to provide. On occasion, when an author has extensive knowledge but little writing ability, a publisher will waive the requirement that a work be well written. A medical doctor or a general, for example, might be a fount of information that deserves to be communicated, yet be only a mediocre writer. In that case, the content compensates for the deficiencies in writing, and an editor or ghostwriter is called to bridge the gap (and sometimes it is a huge chasm) between writer and reader. “Modern English, especially written English, is full of bad habits which spread by imitation and which can be avoided if one is willing to take the necessary trouble,” wrote Orwell.22 Once we take the trouble and bridge the gap, however, the author and editor have achieved only one mark of good writing.

		Good Content

		Communication, even in writing, requires two people. Every time a writer begins putting words together for publication, one fact should always be foremost: The writing is (at least partly) for the benefit of someone else. Even if a writer begins without a specific audience clearly in mind, the goal of communication remains. The writing must achieve a link between author and reader.

		The editor, too, must always remember the reader. Both writer and reader may benefit from written communication, but editing is done primarily to benefit the reader, to smooth the process of communication.

		The content of any piece of writing ultimately must be of personal interest to the reader. From news headlines to novels, from apartment leases to the Bible, every piece of writing attracts readers by providing something that concerns individual people.

		An editor faces the task of taking a piece of writing and heightening its relevance to those individuals who constitute the publisher’s readers or market. This frequently is complicated by the fact that editors may receive very little response from readers.

		Focus

		Each sentence, says editor Margaret Palm, should convey one idea. So should each paragraph and each chapter, with the ideas becoming more general as the writer progresses up the scale. This sort of cohesion does not limit the number of ideas a writer is able to communicate; rather, it organizes them. Focusing on one idea at a time makes for clear, direct communication. It does not leave the reader guessing where the writing is headed. It does not distract the reader with digression. Instead it takes a general idea as the subject of a chapter, develops an aspect of that idea in each paragraph, and provides details in every sentence. Focused writing, like a focused photograph, presents information clearly.

		Margaret Palm compares nonfiction prose to pyramid building. The main idea—defined in a document’s title—is like the crowning block atop a pyramid. Below that is another course of stones or ideas, defined by chapter titles in a book or by first-level subheads in an article or essay. Below that are more layers. Actually charting the outline of a piece of writing in pyramid form can help editors to identify the story’s organization, including subhead levels, and to spot missing pieces. If, for example, the title or introductory copy identifies three ways to get rich quick (neither writing nor editing will appear in that list), then the editor should expect a chapter or subhead devoted to each method of achieving wealth. If the next course of stones or level of ideas describes the prerequisites, techniques, and time required for each method, then the editor should expect the next level of organization to be divided along those lines.

		The typographic heading style for each level needs to be distinctive, and four levels of headings is probably the limit that a typical reader can recognize and keep track of.

		The Grinnell College Scarlet & Black student newspaper stylebook explained another framework for writing, the upside-down pyramid.

		
			The classic style of newswriting, with the “most important” facts at the top, followed by less and less important facts in descending order is called the inverted pyramid. Inverted pyramid leads begin with who, what, when, where, why, and how, all in a few sentences.

		

		Those five Ws of journalism also provide a guide for both writers and editors of nonfiction. In a news story, the writer must tell the reader who, what, when, where, and why—preferably in the first paragraph. Although not all nonfiction needs to be as compact as news writing, the editor must be sure that the basic facts are communicated.

		Even in fiction, the five Ws need to be addressed somewhere in the story, although depending on the genre—mystery, for example—key parts of the story may be withheld until the end.

		Precise Language23

		
			Writing is for communication. This is no less true of technical writing than of writing for newspapers, magazines, or books of fiction. Except perhaps for a few novelists or poets, we do not write solely to express ourselves; we write to say what we have to say, so that our audience can understand it.

			—Matt Young, The Technical Writer’s Handbook

		

		The writer’s biggest job is that of combining words—and often numbers and graphics—to share ideas. Organizing the material and choosing precisely the right words require more effort than just writing down what is in the writer’s head. The knowledgeable writer possesses information or ideas that the reader does not. To make that information accessible, the writer must use words that the reader understands (or explain any that the reader does not). The writer must choose which information to include and must decide what is superfluous or would burden the reader. Appendices, footnotes, and bibliographies are all communication tools. So are abbreviations. They help the reader understand what the writer has to say.

		The editor’s job is to help the writer communicate with the reader, and just about all of us—including editors—need some help with our writing. Sometimes we have a little trouble saying what we mean. Editors do make sure the commas are in the right place. (It does make a difference: My favorite comma error was in an ad in the church bulletin for a supper hosted by the youth group; it read, “Don’t cook Mom!”) Editors also do a lot more, ensuring good content, focus, precise language, and good grammar.

		Editors are on guard for much more than missing commas, however. Writers might, for example, get a little repetitive: “The analysis phase of the project consisted of analysis,” stated one report I read. A job ad required “program related experience in related areas”—one of those “necessary conditions that must be met.”

		“Better say nothing at all. Language is worth a thousand pounds a word!” as Lewis Carroll wrote in Through the Looking-Glass.

		The reader’s time is worth something, too. Let’s not waste it by stating the obvious. If our work is read voluntarily, we will lose readers if we waste their time. Often, though, we may be editing a piece of writing that people are obligated to read, and we owe it to them to communicate simply and clearly.

		In The Island of Doctor Moreau by H.G. Wells, the Monkey-man—a monkey that Doctor Moreau had been trying to turn into a human—“was for ever jabbering … the most arrant nonsense” and “had a fantastic trick of coining new words. He had an idea … that to gabble about names that meant nothing was the proper use of speech. He called it ‘Big Thinks’ … He thought nothing of what was plain and comprehensible.”

		Writers can commit Big Thinks by using imprecise language or misusing words entirely. Some writers may impress themselves by using big words they don’t understand. Utilize may sound more impressive than use (but has a specific meaning of its own: to find a use for). Comprise is not the same as compose (it means “be made up of,” as in “New York City comprises five boroughs”); a nation-state isn’t merely a sovereign country (it’s the country of a single nationality); coalesce isn’t transitive (things coalesce, people don’t coalesce things). Emulate means “do at least as well as,” but imitate, the word that is more likely appropriate, doesn’t sound nearly as impressive. Respective is often used where it is not needed, as in “The adjutant generals report to their respective governors”—well, of course they report to their own governors. Writing to impress oneself or others is what editor Dave Fessenden called “the curse of Babel.” He pointed out that people built the Tower of Babel to make a name for themselves and ended up with their language confounded—a result still obtained by vain and pompous writers, he said.

		Editors must be alert to misused words. Words Into Type has an excellent twenty-three-page list of “Words Likely to Be Misused or Confused”; The Elements of Style has a similar list, and Merriam-Webster’s Collegiate Dictionary has usage notes for many entries. (See also chapter seven.)

		In his book Doublespeak,24 William Lutz described another way of misusing big words: “gobbledygook or bureaucratese … a matter of piling on words, of overwhelming the audience” or “inflated language that is designed to make the ordinary seem extraordinary.” That language is meant to impress, and specifically to deceive, the reader.

		Aside from writers who deceive themselves, readers are usually the victims of misused words. As William Safire wrote in his book In Love with Norma Loquendi,25 “Meanings can be assigned to words to suit the speaker, corrupting communication and derailing intelligent discourse.”

		For example, one job description stated, “Demonstrates technical achievement at the highest Government and corporate levels.” In plain English, what does that mean? It sounds as if the job applicant must have been president, chief justice, or speaker of the house. Such overblown prose corrupts communication and derails intelligent discourse, to borrow Safire’s wording.

		When writing and editing, let our first concern be the reader. Let’s not try to impress anyone, least of all ourselves. Instead of engaging in Big Thinks, let’s pursue the goal of “plain and comprehensible” communication.

		Another thing to keep in mind is that we tend to write for people who like to read. We like to use literary references, subtle distinctions, and humorous allusions. It’s easy for writers to forget that some people don’t like to read. For some, reading is a chore (perhaps because poor writing has made it so). Our job as writers or editors often requires us to communicate with those people, too—and with people who don’t have time to read everything we want to say. Sometimes a message needs to fit onto a bumper sticker.

		In his book Spread the Word,26 William Safire quoted President Clinton’s remarks on how to summarize his administration’s social policy.

		
			“We were trying to think of what our bumper sticker would be,” said the President at a luncheon, seeking to change the Administration line from “less shock, more therapy” … “I think our slogan would be there needs to be more reform and more social service support,” Mr. Clinton said, “more attempts to build a safety net to deal with the consequences of reform, but not an attempt to slow down the reform effort.”

			Some slogan.

		

		As Safire’s sarcasm emphasizes, clear communication often falls victim to wordiness and complexity. When a slogan is called for, a whole paragraph is ruled out. As journalist Edwin Newman wrote, “What we ought to be demanding is that our leaders speak better English, so that we know what they are talking about and, incidentally, so that they do.”27

		As communicators, we may need to pass on information that affects everyone in a company, and those people may need that information in writing. That calls for clarity and simplicity. The compound sentence may be out of place. The nuance and metaphor may be distractions. In such cases we need simple statements, questions, and commands.

		Forms are a good example. Bulletins and announcements are others. The questions they ask and the information they convey need to be clear and unmistakable.

		At ANSER, a company where she and I worked, an artist, Elaine Sapp, was asked to create signs that read, “Effective Feb. 1, 2000 ANSER employees will no longer be able to park in the designated spaces.” Forty of the signs were going to be posted in the garage.

		Elaine came to me and said, “This isn’t right.” She knew that we could do a better job of communicating the intended message. When she was done with them, the signs read, “No ANSER Parking.” (The original wording was also a good example of why commas are needed before and after the year: 2000 could be read not only as a year but as a number of employees. “I wonder how I’ll know if I’m one of the 2000 employees that can’t park here,” commented editor Dave Fessenden.)

		From time to time I’ve attended children’s church services. I’ve noticed that when the pastor simplifies the sermon to make it understandable for children, the adults seem to follow it better, too. To communicate in a simple way doesn’t have to mean leaving anything out. It means presenting the important points in order. It means stating exceptions clearly. It means not assuming too much prior knowledge on the part of the reader. It means presenting conclusions plainly, based on the information already presented. These are good rules for all writing that is meant to provide information.

		Good Grammar28

		“I don’t care about grammar,” a writer told me when he brought his article in for editing.

		In fact it seemed that the writer, like many others, didn’t care about a lot of things.

		“This merger does not seems to posse any intimate security risks to the United States” was one statement in the article. I called out the posse of language deputies; we changed posse to pose and fixed dozens more errors, grammar and otherwise. We had to query the author to find out what intimate was supposed to be (he’d meant to use immediate).

		Unfortunately this writer was not alone. Not in making mistakes—we all make those—but in not caring. George Orwell cited two common faults in English writing: “staleness of imagery” and “lack of precision. The writer either has a meaning and cannot express it, or he inadvertently says something else, or he is almost indifferent as to whether his words mean anything or not.”29

		If a writer doesn’t care about grammar, the writer at least should care about the reader. If you have something worth saying, then care about communicating it.

		The editor, who is assisting communication between writer and reader, must scrutinize every piece of writing that is intended for publication and, to the greatest extent possible, make the text conform to the marks of good writing.

		Author Stephen Coonts, in a July 2001 interview with Proceedings of the U.S. Naval Institute,30 discussed the editing of his books (the Naval Institute Press published his first novel, Flight of the Intruder).

		
			Proceedings: How were you treated, editorially, at the Naval Institute Press, compared to your subsequent publishers?

			Coonts: The Naval Institute is unique, because it probably publishes more first-time writers—not so much first-time novelists, but first-time writers—than any other publishing house I know. So for me it was a great place to learn how to write by working with the editors and to learn how to get a manuscript up to what is called “commercial quality.”

			Subsequently, I went to Doubleday, where they have a line editor who looks at the manuscript and puts in some commas and takes some out. How you wrote it is the way it’s going to be in the book. It’s tough for most

			
			
		

		
		
		
		
		
			
			
		

		
		
		
				“weighed every phrase and sentence … to determine whether the author’s meaning” was preserved?

				“measured every revision … against the advantages of the author’s original”?

				“pondered the effectiveness of every phrase”?

				“studied every possible area of numerical, factual, or judgmental error”?

				searched “for typos and transpositions, especially in” parts that were “retyped or reorganized,” and “edited and proofread” the portions altered by the editor?

				“groveled in the details of the footnotes, tables, and appendices”?

				“cast a legal eye upon every quoted phrase, defamatory comment, trade name, allegation, and attribution”?

				“stepped back to consider the impact of the whole as well as the parts”?

				“provided all the editorial embellishments to the text—title, subtitle, subhead, author notes, sidebars …”?

				“cleared every significant revision and addition with the author?”—if that “is the policy of the publication.”
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