	Substance, Language, Style (SLS) Editing Checklist
Junior Editor:
	
	
Date:

	Triage & Style
	
	

	Proper triage: Appropriately chose “Extensive” or “Deferential” standard
Included comment on abstract page justifying standard
Applied stylistic standard adequately
Phrased edits suggestively (regardless of standard chosen)
Proper capitalization w/in sentences (BB 8; no capitals for foreign titles)
Italicization (cases, publications, title w/in titles, unusual foreign words, key terms)
Abbreviations (avoided except for common acronyms, spell it out)
Date formatting (Month DD, YYYY)
Block quote formatting (if it’s more than 50 words, block quote it. Indent 1 inch from left and right margins. A blank line should come before and after the block quote. First word of the block quote needs to be capitalized)
	







		

	

	

	

	

	

	

	

	




	Punctuation (Style Guide II.)
	
	

	Quotations & Apostrophes formatting (in general, with footnotes, and scare quotes)
Commas, colons, and semi-colons use
Parentheses use
Hyphens, En dash (connect numbers, sometimes words), and Em dash (explanatory function as an alt. to parentheses, commas, or colon – no space before or after an em dash) use 
Ellipses formatting and use (control shift space for non-breaking space for each of the three periods)
Periods formatting 
	


		

	

	

	

	

	




	Grammar (Style Guide III.)
	
	

	“A” and “An” use
Adjective placement 
Gender neutrality
“Hence” (not used for sentence beginnings)
“Impact” (not used as a verb)
Misleading connectives corrected (“X as well as Y” ≠ plural)
“On the other hand” (preceded by “on the one hand”)
“Only” (placed immediately before word/phrase it modifies)
“Paper” changed to “Article”
Possessive apostrophe use  
Sequentials: “First” always preceding “Second,” “Third,” etc.
“Since” (not used as a substitute for “because”)
Who v. Whom
Whose v. Of Which 
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