   Introduction
1.1 The concept of editing
The following four points generally summarize the concept of editing. Accordingly, editing is 

· a process of selecting and preparing written, visual, audible, film medium to convey message.

· a process of correcting, condensing, organizing, and other modifications in various media.

· performed with intention of producing correct, consistent, accurate, and complete output.

· a practice that includes creative skills, human relations and a precise set of methods.

Editing activity is as old as human communication. Its earliest record is visual, dated to 20,000 years ago. However, signaling using sounds has been suggested by anthropologists to significantly predate painting as a form of communication, using agreed-on sound forms. Writing dates to only about 9,000 years ago. All these forms of communication, to be mutually intelligible to the author and the recipient, had to comply to some culturally agreed standard. The need to assure this compliance created experts in the use of these forms of communication with the social authorities to correct others, i.e. to edit.

Modern transmissions of communications begun with the invention of maritime signal flags in the mid-17th century by the Duke of York. A ship’s message had to be approved by the officer of the watch (in a sense the first modern telecommunications editor). In a sense, the editing process originates with the idea for the work itself and continues in the relationship between the author and the editor. Editing, therefore, is also a practice that includes creative skills, human relations, and a precise set of methods.

1.2 Common editing checklists, marks, abbreviation
I. Common editing checklists; 

Editing checklists may vary according to the nature and type of the copy. You can consider the lists below as a quick guide to copy editing/proofreading:

a. Common proofreading checklists
· Have I avoided run-on sentences and sentence fragments?

· Have I used every word correctly, including frequently confused words and homophones?

· Have I formed plural and possessive nouns correctly?

· Do verbs agree with their subjects? Are verb tenses correct? Does verb tense shift correctly to show sequence of events?

· Do pronouns refer clearly to their antecedents and agree with in person, number, and gender?

· Have I provided or corrected dangling principles and misplaced modifiers?

· Are all words spelled correctly? Has every unfamiliar word been checked in a dictionary?

· Are punctuation marks used correctly?

b. Common paragraphs and essay editing checklists; 

After revising an essay (perhaps several times) until we're satisfied with its basic content and structure, we still need to edit our work. We need to examine our sentences to make sure

 that each one is clear, concise, forceful, and free of mistakes. Use this checklist (recommended by Richard Nordquist  as a guide when editing paragraphs and essays:
· Is each sentence clear and complete?

· Can any short, choppy sentences be improved by combining them?

· Can any long, awkward sentences be improved by breaking them down into shorter units and recombining them?

· Can any wordy sentences be made more concise?

· Can any run-on sentences be more effectively coordinated or subordinated?

· Does each verb agree with its subject?

· Are all verb forms correct and consistent?

· Do pronouns refer clearly to the appropriate nouns?

· Do all modifying words and phrases refer clearly to the words they are intended to?

· Is each word in the essay appropriate and effective?

· Is each word spelled correctly?

· Is the punctuation correct?

c. Top 5 tips (checklists) to cut the clutter (confusion); 

"Clutter is the disease of American writing," says William Zinsser. "We are a society strangling in unnecessary words, circular constructions, pompous frills, and meaningless jargon." This, as you can easily understand, is a challenge to almost all human writing.
Richard Nordquist suggests that we can cure the disease of clutter (at least in our own compositions) by following a simple rule: don't waste words. When revising and editing, we should aim to cut out any language that is vague, repetitious, or pretentious. In other words, clear out the deadwood, be concise, and get to the point!
i. Reduce long clauses:  try to reduce long clauses to shorter phrases; example:
· Wordy: The clown who was in the center ring was riding a tricycle.

Revised: The clown in the center ring was riding a tricycle.

ii. Reduce phrases: try to reduce phrases to single words. Look at the example:
· Wordy: The clown at the end of the line tried to sweep up the spotlight.

Revised: The last clown tried to sweep up the spotlight.

iii. Avoid empty openers: avoid There is, There are, and There were as sentence openers when There adds nothing to the meaning of a sentence- examples:

· Wordy: There is a prize in every box of Quacko cereal.

Revised: A prize is in every box of Quacko cereal.

· Wordy: There are two security guards at the gate.

Revised: Two security guards stand at the gate.

iv. Don't overwork modifiers: do not overwork very, really, totally, and other modifiers that add little or nothing to the meaning of a sentence. Look at the examples:

· Wordy: By the time she got home, Merdine was very tired.

Revised: By the time she got home, Merdine was exhausted 

· Wordy: She was also really hungry.

Revised: She was also hungry [or famished].

v. Avoid redundancies: replace redundant expressions (phrases that use more words than necessary to make a point) with precise words. Remember; needless words are those that add nothing (or nothing significant) to the meaning of our writing. They bore the reader and distract from our ideas. So cut them out! Look at the examples:

· Wordy: At this point in time, we should edit our work.

1.2 Types of editing
Editing provides numerous functions or services are. For instances, editorial services may include the following: copyediting, developmental editing, fact checking, information design, indexing page design, production editing, project editing, proofreading, technical editing, etc... All these services are provided by editors according to one's specifications.

The reason one may need editorial services are numerous and varied. A professional editor will provide you with work that is focused, written clearly and has appropriate tone for your audience. If it is a book, he/she will make the characters in your novel believable. Editorial services also provide you with a piece of work that is very precise and accurate. The manuscript will be in the specified and proper format. The editorial services are also responsible for checking out on your grammar, punctuation, and spelling. Below, look at the common editorial services types followed by short explanations provided

1.2.2 Copyediting:
Copy editing is the editorial work that an editor does to correct errors in grammar, spelling, usage and style, which is a given publication's guideline, as well as consistency in how words, phrases and typographical elements are used. In general, you can summarize copy editing as editorial work to ensure that any written publication is clear, correct, concise, comprehensible and consistent. In addition, it also covers the extent of the work. The editor ascertains whether the work is too long or too short. A solution is then sought from the publisher after determining this. Secondly, the editor will also check the content and structure of the work to see whether it is logical. The sentences in the work should also be short and uncomplicated. New paragraphs should introduce new ideas. Illustrations and tables should be suitable for printing and reproduction. All spellings of names of people and things should be checked.

Copy editing also includes watching out for defamatory untruths that could lead in lawsuits- referred to as libel, breaches of copy right, obscenities and errors of facts. In addition, copy editing in some cases involves the omission of sections of text and rewriting the remainder for purposes of bridging the gaps created by the omission.

Before the advent of computers, copy editing was done on a printed or written manuscript, by manually marking it with the editor's correction marks. However, with computers in place today, the manuscript is read on a computer display and corrections done directly.

Skills, traits and training in copy editing include: a broad general knowledge of the world (this is necessary so as to spot factual errors); an excellent command of language; good critical thinking skills, so as to recognize any inconsistencies; and diplomacy to enable you deal with writers.

Copy Editing, in general, is editing for grammar, spelling, punctuation and other mechanics of style; checking for consistency of mechanics and internal consistency of facts; marking head levels and approximate placement of art; notifying designer of any unusual production requirements. In addition, activities like metrication; providing or changing system of citations; writing or editing captions and/or credit lines; writing running heads; listing permissions needed and/or obtaining them; providing or editing prelims, back matter, and cover copy are carried out through this kind of editorial service. Furthermore, copyediting comprises proofreading plus: checking for consistency of mechanics; internal consistency of facts; rewriting for promotional and/or advertising value; marking head levels; approximate placement of art; providing/changing system of citations; writing/editing captions and/or credit lines; and negotiating changes with author.

1.2.3 Development (project) editing:
Development editors manage a project from the proposal or rough draft to final manuscript. This can involve hiring authors or gathering input from authors, setting budgets, and supervising the design. Development editors may also analyze competing works and the overall market and suggest changes to content, organization, and presentation, based on the research. Development editing, in general, may include any or all of the following:

· Co-coordinating and editing a project from proposal or rough manuscript to final manuscript, incorporating input from authors, consultants and reviewers. May include budgeting, hiring, design supervision and project co-ordination.

· Working with the client and, usually, the author of a book or other document to develop a manuscript from initial concept, outline, or draft (or some combination of the three) through any number of subsequent drafts.

· Making suggestions about content, organization, and presentation, based on analysis of competing works, comments of expert reviewers, the client’s of market analysis, and other appropriate references.

· Rewriting, writing, and researching, as needed, and sometimes suggesting topics of providing information about topics for consideration of authors and client.

1.2.4 Substantive (structural) editing: 

The most intensive form of editing is substantive editing. The document is evaluated as a whole and problems of structure, organization, coherence, and logical consistency are corrected. Sentences may be removed or added. Paragraphs may be rewritten, condensed, or expanded. Blocks of text may be moved from one section to another. Substantive editing includes one revision at no additional charge. Turnaround time must be negotiated. It includes clarifying and/or reorganizing a manuscript for content and structure. Changes may be suggested to or drafted for the author. It may include negotiating changes with author. 

Generally, this type of editing Includes all the duties of a proofreader plus: clarifying and/or reorganizing a manuscript for content, structure, meaning, eliminating jargon, smoothing language, and other non-mechanical line-by-line editing; checking or correcting for reading level; creating or recasting tables and/or figures; checking accuracy of facts and/or quotes by reference to original sources used by author and/or from other sources; and negotiating changes with author.

1.2.5 Proofreading:
Reading proofs of edited manuscript. Galley proofing may include incorporating and/or exercising discretion on author's alterations; flagging locations of art and page references; verifying computer codes. Page proofing may include checking adherence to mock-up (rough paste-up), accuracy of running heads, folios and changes made to type in mock-up, checking page breaks and location of art, and inserting page numbers to table of contents and cross-references if necessary.

Proofreading is the lightest form of editing. Minor errors are corrected. Minor errors include: errors of grammar and style (e.g., verb tense, units such as ml, use of numerals and words such as “5” or “five”); errors of capitalization, punctuation (e.g., the use of commas, semicolons, colons, periods, dashes, apostrophes); and errors of spelling and word usage (e.g., to/too, affect/effect). 
Editing professional, qualified, and tested proofreaders will be checking your documents for the: Spelling, typos; Punctuation; Grammatical, typographical, or style errors will be corrected; References: Are all cited references listed in bibliography? Are all bibliographical entries cited in the text? Does the bibliography follow the proper style and are its entries listed in proper alphabetical order? Acronyms: Are they defined at first mention? If there is a list of acronyms, are all acronyms properly listed? Does the list entry match what is in the text? In addition, Line-break hyphenation; Page breaks; Figures and tables; Text footnotes; and other formatting details (pagination, running heads, etc.) are carried out in proofreading activity..
As well, the proofreader will be reading the manuscript with an "editorial-eye." If any passages are still particularly difficult to understand, some light copyediting will be done after discussion with the author if necessary. Of course, the specific requirements of each proofreading job vary. Discussions with the author will determine the specifics for each proofreading project. The proofreader will pay close attention to the objectives and duties in accordance with the wishes of the author of the work.

1.2.6. Other editing types
Rewriting (complete rewriting): 
This type of editing is creating a new manuscript or parts of a manuscript on the basis of content and research supplied by an author. It may include some research and writing of original material. In general, it includes a proofreading plus: Creating a new manuscript or parts of a manuscript on the basis of content and research supplied by an author; may include some research and writing of original material. According to the needs of the author the document will be rewritten entirely making changes in structure, organization, grammar, word usage, and anything else that the editors feel is necessary to make the document professionally acceptable. Research and fact checking will also be included if needed but the original purpose and the author's intent will be adhered to or enhanced. A complete rewrite will take more time and effort than any other type of editing but if you wish to present a polished, professional document ready for publication then this may be what the document needs. Of course, the specific requirements of each job may vary. 
Stylistic editing: 

This may include clarifying meaning, eliminating jargon, smoothing language and other non-mechanical line-by-line editing. May include checking or correcting reading level; creating or recasting tables and/or figures; negotiating changes with author.
Fact checking / Reference checking/literature cited: 

Here activities such as checking accuracy of facts and/or quotes by reference to original sources used by author and/or from other sources are carried out. Literature citations are checked to ensure that each citation that appears in the text is also included in the list of citations. Citations are also checked to ensure that each citation that appears in the list of citations also appears in the text. The format of the citations are corrected so that it conforms with requirements, such as the style preferred by a specific journal. Other documents also may be edited. For example, the editor may rework tables, figures, and figure legends to represent the data more clearly.

Production Editing/formatting editing: 

This includes co-coordinating typesetting and design in the mock-up and assembly stages; includes ensuring integration of design and content. May include actual mark-up, proofing, mock-up, page proofing. It may also include locating, negotiating with and supervising designer, artists, typesetter, and printer and creating production schedule. The editor will amend document text to ensure that it complies with the required format, such as the format required by a specific journal. Turnaround time can be negotiated.
Picture Research: 

This is locating suitable photos and/or artwork. It may include obtaining camera-ready reproductions; preparing descriptions, working sketches and/or artist's references or co-ordinates for illustrations, maps and diagrams; supervising production of final artwork; obtaining releases from and/or conducting financial negotiations with picture sources and artists; preparing labels, captions and sources for typesetting.
Indexing: 

This type of editing involves carrying out activities like Producing an alphabetical list of names and places and/or subjects and concepts, etc., that appear in a work and referencing them to the page number where they appear in the manuscript; mark-Up / coding; and adding designer-written specifications for typesetter or word processor.
Page Check/Review: 

This is a final edit before publication to pick up any small typos and minor punctuation errors. It is the simplest form of edit and only includes a one-time read through of the document to find and correct any errors left over after previous edits. The editor may provide a one to two page diagnosis of the manuscript that highlights the areas where changes might be most beneficial. Criticisms that are likely to arise during peer review, such as repetitive, ambiguous, or incomplete information, will be noted. A review includes proofreading at no charge. Turnaround time must be negotiated. 

2. What to edit and print production

2.1 Various publications

Print media: there are various editorial positions in publishing. Typically, one finds junior editorial assistants reporting in the senior-level editorial staff and directors who report to senior executives editors. Senior executive editors are responsible for developing a product to its final release. The smarter the production, the more these roles run together.
Executive editor: the title of the top editor at many publications may be called an “editor in chief”, “executive editor”, or just “editor”. This person is generally responsible for the content of the publication. An exception is the large newspapers usually have a separate editor for the editorials and opinion pages to separate news reporting and editorial content. The executive editor sets the publication standards for performance, as well as for motivating and developing the staff. He is also responsible for developing and maintaining the publication budget. In concert with the publisher and the operating committee, this editor is responsible for strategic and operational planning. This person is effectively the head of the newspaper and has considerable influence on its content.
Editor at-large/ contributing editor: frequent/esteemed contributors to a magazine may acquire this title.

Periodicals: midlevel newspaper editors often manage sections, such as business, sports and features. The level below the top editor usually is the managing editor (especially in U.S.). however, editors at newspapers supervise journalists and improve their work. Newspaper editing encompasses a variety of titles and functions. These include:

· Copy-editors and Department editors

· Managing editors and assistant or deputy managing editors (the managing editor is often second in line after the top-editor).

· News editors, who oversee the news desks.

· Section editors and their assistants, such as for business, business, feature, and sports.

· Editorial page editor, who oversees the coverage on the editorial page. This includes chairing, the Editorial Board, and assigning editorial. Writing responsibilities. He/she may also oversee the op-ed page or those duties are assigned to a separate op-ed editor.

· Top-editors, who may be called editor-in-chief, executive editor, or sometimes just editor.

· Readers’ editors, sometimes known as ombudsman, who arbitrate complaints.

· Wire editors, who choose and edit articles from various international wire services, and are usually part of the copy desk.

· Administrative editors (who usually don’t edit but perform duties such as recruiting

3.Criteria for sub-editing and the sub-editing lingua
   3.1News writing basics and beyond 

News stories: editors, reporters and readers have asked the question “What is news?” for centuries. Despite this, there still is not a single or one common definition of news that is agreed up. Editors and reporters rather use or apply what is referred as news judgment in order to select news stories. 

News judgment is the ability to determine which stories are most important to readers. 

Take a look at some of the common definitions of news:

· News is the first rough draft of history. (Philip Graham)

· News is what somebody somewhere wants to suppress. All the rest is advertising. (L. Northcliff)

· News is anything that will make people talk. (Charles Dann)

· News is anything you can find out today that you did not know before. (Turner Catledge)

· When a dog bites a man that is not news. But when a man bites a dog that is news. (Charles Dann)

What readers want: there are five things every reporter needs to remember about readers:
i. Readers are in a hurry.

ii. Readers have a short attention span.

iii. Readers want stories that personally connect.

iv. Readers want stories told in compelling way- real narrative dramas; staring real people- not just details or lists of facts.

v. There is more than just one type of reader.

News writing basics: take a look at the following points which are considered as the basics of news story writing:
· Just the facts: When you write a story, you must try to be objective, truthful, and fair. Good reporters respect the integrity of facts. When you select them carefully and arrange them skillfully, you can communicate without inserting your opinions.
· The five W’s and one H: facts usually fall into these main groups (WHO, WHAT, WHEN, WHERE, WHY, HOW). Your success as a journalist depends upon your ability to keep your facts street.
· The inverted pyramid: this news writing format summarizes the most important facts at the very start of the story. According to this format you get right to the point when you write a story. As the story goes on, the facts become less essential and the text become more cuttable, which let editors trim the story to fit on the page. Look at the jobs of various paragraphs in this news writing format: paragraph one- this is the lead which summarizes the story’s most important facts; paragraph two- this adds more details/backgrounds; paragraph four- adds even more details; the next paragraph adds more details; more details; more details; details,… 
Sub-editing is a very important aspect of print production, and sub-editing is a major assignment that will determine the eventual outlook of a publication. But subbing does not depend on the whims and caprices of the subeditor. 
There are various criteria that guide the subbing process. Study the following:

 Accuracy and style

Accuracy:
Sellers are right when he says in The Simple Subs Book that accuracy is more important than genius. What Sellers means is that no matter how gifted and talented a writer is, accuracy is a basic requirement? If a talented reporter becomes better known for his figurative expressions than for his accuracy in figures, description, etc, then there is a problem. This is not an attempt to suppress genius or creativity. Rather, it is an attempt to place the basic truth above every other thing, including personal gifts. Most newspaper readers, it is believed, buy newspapers primarily because they want to know the truth; not just to know how talented reporters are. If a reporter is so talented that he places fiction or imagination above the truth, then there is a major problem for the publication, because readers will insist on the truth, and if they cannot get the truth in your publication they will opt for other publications that can tell the truth the way it is. Advertisers prefer to patronize publications that have a large readership, but this publication’s readership, instead of growing, has continued to shrink because it was perceived to have compromised accuracy and truth on the altar of patronage and inaccuracy.

If ten people died in an incident, do not add to or reduce from the figure. Say it the way it happened. Do not ‘garnish’ the story. Aim for accuracy. If newspaper readers were more interested in genius or creativity rather than accuracy or the truth, they would most probably go for the writings of Wole Soyinka, Chinos Achebe, Ben Okri, Akachi Ezeigbo, etc, instead of reading the dailies. It is because they want to know the exact situation on the ground; the undiluted truth, that they look into the pages of newspapers and magazines. Without accuracy nothing else matters. 

Newspapers are, or should be, about telling the truth, no matter how much someone may want it suppressed. Newspapers are also about telling the truth with style. But style is worthless if the subs who polish stories and top them with dazzling headlines fail to spot errors – or even write in a few errors of their own. Every error, even so called ‘little errors’, diminishes a newspaper or a news report. Let us say you see a demonstration: a few hundred halfhearted marchers, no violence. Next day you read about ‘3000 demonstrators’ and wild scuffles’. Or you are listening to the National Assembly and hear a member deliver a mild and highly technical appraisal of a minor aspect of Government economic policy. Next day the heading says “Senator blasts Government”. What do you think? You are likely to reason like this: I know that these accounts are wrong because I have first hand knowledge. Therefore, how many other things are wrong in this publication that I don’t know about?

There are, of course, limits to subs’ ability to check copy for accuracy. They often must assume the reporter has it right until they find any inconsistencies – the same barrister’s name spelt differently in separate paragraphs, for instance. They may then suspect the whole story or they may flick back looking for other inconsistencies and loose ends. They are entitled to do so. When a story leaves the subs’ table it should be as accurate as they can reasonably make it. 

Apart from their passion for conventional accuracy, subs should also be skeptical. This means that they should worry about ‘balance’ and “other side’. For these things, too affect the credibility of a story. Be careful about ‘scandals’ and major political crises’ and disasters’. Are they really those things or just ‘fusses’ and ‘rows’ and ‘setbacks’? If a reporter files seventeen paragraphs about an old woman being evicted from her Federal Housing Authority flat, and the only source is the woman, remember that there may be another side. If there isn’t, at least let the Authority confirm the story in print or be quoted as having nothing to say. Then the story becomes credible and there are no loose ends. Be careful of ‘mad bulls’ rampaging through city streets. They might have been just a few frightened steers. Look out for exaggeration – the florid, the ‘beat-up’. An Abeokuta man who kept non-venomous snakes left a cage open and his pets got out. All were recovered; no harm was done. A reporter filed a story which began:

“Frantic housewives snatched up their children and rushed them inside yesterday as deadly serpents slithered through the street of Abeokuta”. As a sub, you must put yourself in the reader’s place. Ask, ‘Would I believe that? Wouldn’t I want to know the other side to the story? Who are these ‘observers’ and ‘experts’ and ‘sources’ I am reading about?’

.Style:
 While accuracy is basic, many readers ask for something more than just the basic. They ask for style. Most times, even though they do not ask, they are happy and appreciative when they see it. ‘How do they show their appreciation?’ you may ask. They show their appreciation of style by staying with the publication that has it and turning their back on those publications that lack it.

Readers want more than just an accurate newspaper. Why not a bright as well as a right newspaper? Nothing stops a newspaper from being both. Subs must be able to write clearly and simply. They need the ability to weigh and sort facts (and not become flustered when there are too many facts). Most of all they have to ‘see’ a story in its proper order. No matter how dramatic a story may be, it has to unfold simply and logically.

After badly written copy, the most common stylistic fault is bad structure: that last paragraph which should be the second paragraph; the second paragraph which should be the fourth. The sub’s mind must run through the logical and fundamental questions.

What happened? Where? To whom? When? Why?

The stronger a story the less ‘interpretation’ it needs. It would be absurd, for instance, to say something like, ‘In a shocking move yesterday, the President announced he would resign ...’ Of course it is shocking. There is no need to say so. The first news point is not the shock but the resignation. We see stories written like this every week. That does not make them desirable. They amount to improper style.

Reporters in a hurry often produce confusing copy. They write so long sentences the reader forgets what the main point was about. Clause after clause joined by ‘and’ and ‘which’. Why not simply delete the superfluous words and replace those ‘ands’ with full stops (the most under-used of all punctuation marks)? Suddenly you have three clear sentences.

Then there are cliches. Nothing saps the freshness from a story faster. ‘Industry grinding to a halt’, ‘top level talks’ (it would be news if the president had low level talks) ‘bitter debate’. We read these phrases, or hear them on TV, and are left feeling that nothing new has happened.

Only the names have changed. Why can’t industry just stop? Although we had discussed style in an earlier module, we will have a lot more to say about writing style in later modules. But remember this point always: when subbing, put yourself in the reader’s position. Would you be bothered to read on after such a confused intro? Would you be bothered to sort out that complicated sentence in your mind? Would I yawn or wince on reading about industry ‘grinding to a halt’? If you get one ‘yes’ to these or similar questions, go back and re-write. Also take note of expressions such as bilateral talks, high-powered delegation, landslide victory, unprecedented achievement, mammoth crowd, etc.

Most times, they lave lost their meaning and have therefore become effete, false and boring. Avoid them because they do not add any value to your style. Instead, they take something away. Sometimes they add a negative thing to how readers perceive your writing.

News values

In deciding on the news items to publish and where to publish them in the available newsholes, a number of items are put into consideration. The decision itself is called news judgment, while the factors put into consideration in arriving at the decision are the news values. This part considers the news values that influence news judgment. So many things happen each day of the week, but not all of them get into the news. What then is it that makes some developments, activities or occurrences to get into the news while others do not? 

The difference between the events that become news stories and those that not become news stories lies in the news values. In other words, news value refers to those things that make a given occurrence to have value or to be news worthy and make others to be of little or no news value. Conventionally, for anything to be newsworthy, it must have the following characteristics or news values:

Timeliness, Immediacy or Currency:
An event that has just taken place is likely to have more news value than one that occurred several weeks ago. In selecting items to report, journalists look out for the ones that are oven-fresh. The fresher its occurrence, the more its news value. A murder that occurred this morning is likely to be more newsworthy than one that occurred several months back. Just as the news reporter looks for fresh events to report, the news editor who is confronted with news judgment uses timeliness, immediacy or currency to determine which items get into the available news news-hole and which should not make it.

Since there are so many news items and the available space is limited, choice has to be made, and the more recent events are usually given more consideration that others. A news item becomes stale when much time has passed since it occurred or everybody has already known about it. As a way of ensuring that news items meet this criterion, journalists normally plan for on-coming events in advance. Somebody is assigned in advance to cover predictable or scheduled events so that news from such events can be served to readers while still fresh. In addition, some journalists are on standby so that as an event unfolds, it can be reported. Still, some journalists go out ‘sniffing’ for news. That is why journalists are often referred to as newshounds. They go out there looking for what has just happened or what is about to happen so they can quickly report it. In this sense, they are like the hounds on the trail of some game. Once, they ‘sniff’ a newsworthy occurrence, they ‘bark’ so the public will take note, or take action Like the scout boy, journalists are always ready, because they must serve news that is oven-fresh and not stale.

Oddity or Strangeness:
Most time, the news value of an event is enhanced if it is strange, abnormal or odd. A normal or routine event does not have as much news value as one that is strange. If a plane lands at the airport, its news value may not be as high as that of a plane that makes an emergency landing on water. Why? Simple: everyday, planes land, hundreds of thousands of planes land in different airports in different parts of the world. So regular are the airport landings that they become a routine. Nothing intriguing any longer, but planes do not make emergency landing on water every day. They do so once in a long while. The incidents that make planes to make emergency landing on water are extremely rare, so when they occur, they attract greater attention. But if such emergency landings on water become so regular that they get into the news every day, their news value would also reduce. The more frequent, usual or normal an occurrence gets, the less its news value.

Proximity or Nearness:
While timeliness refers to proximity in time, nearness refers to physical proximity. While an event happening in Gondar town is likely to be of greater interest to a student of University of Gondar, events taking place at Bombay, India, may not really be their immediate concern. Why? Gondar town is closer to them and to their interests than Bombay, India. A robbery incident near one’s neighborhood is likely to be of greater interest to him/ her than an event in another part of the city or in another city entirely.

Prominence:
The prominence of the people involved in an event also contributes to its news value or news worthiness. An event that involves a nation’s number one citizen is likely to be of greater news value than other events. That is why organizers of events usually invite the high and mighty in the society as guests. The presence of such distinguished guests or VIPs, makes such events to be conventionally more newsworthy. The death of a VIP is also usually more newsworthy that that of an average citizen. Who then is a prominent citizen? Is he the bus conductor that is ubiquitous? The market woman who sweats it out all day long to eke out an existence? No. The prominent person may be a top government official, a politician, an accomplished academic, a popular musician, etc. Prominence operates in the form of a hierarchy at different levels. Even among the prominent, some are more prominent than others. The level of a person’s prominence determines how newsworthy events around him/her are.

Magnitude:
The magnitude of an event also determines its news value. A mild event attracts mild attention and so its news value is low. But if the magnitude is gargantuan, the news value will be higher. For example, the Asian Tsunami that swept through Asia in December 2004 was considered more newsworthy than a mere river surge in Addis, Ethiopia, because of the different levels of magnitude of the two events. 

If the Governor of a state has a cold, it may attract little or no attention, but let him be bedridden because of a strange ailment. Journalists will go to all extents to report the Governor’s ailment, the likely cause, the likely consequences, etc. If he is down for only a few days, the magnitude is not too much, but let him be bedridden for several weeks, and you will see “magnitude” at work. In addition to daily reports, news analyses, editorials, op-eds, etc, will be written. Experts will be interviewed and their comments on the Governor’s ailment will be published. A car accident is not likely to enjoy the kind of publicity that a plane crash will enjoy. When the roof of a house is blown off by a windstorm, the magnitude may not be as much as when fire ravages a villa. That is how magnitude works. The more the magnitude of an occurrence, the higher its news value.

Consequence:
The consequence of an event simply refers to what happened or what is likely to happen because another one had happened. What are the likely consequences of the Federal Government’s deregulation policy? What are the likely consequences of the sack of the Minister of Education? Consequences are among the things which journalist put into consideration in deciding the value of a news item .If the consequences are likely to be enormous, then the news value is higher, but if the consequence is mild or negligible, the news material cannot lay claim to a high news value.

Human Interest:
Some stories derive their value from the fact that human interest is involved. Human beings, including newspaper readers, have feelings and emotions, and these affect or influence their reaction or attitude to news stories. In selecting news stories therefore, editors also look at stories that are likely to elicit human emotional response. Some of the news stories we read in newspapers and magazines may not qualify for publication as news, using the criteria we have so far discussed, but from the human angle, they have a value and so they are published. Such news items may involve a baby rescued from an accident in which adults died, a man who wept because a life-long dream was actualized, an 80-year old man who decides to go back to school and obtain a certificate, a pregnant woman who delivers the first baby in a new year, etc. 

Human interest is a very important factor in news judgment. It is reasoned that all news need not be ‘hard’ or business-like. There should be some that will elicit a smile, laughter, giggle, sigh, tears, etc. These add variety, which, in popular parlance, is the spice of life. When next you buy a newspaper, go through the news pages carefully and identify the stories which are likely to have been selected on the basis of human interest.

Speed and headlines

Time is one thing that is always in short supply as far as journalists are concerned. A journalist has a lot to do to ensure that his news story gets into the next edition of the newspaper. If there is a delay, nobody waits for him because the newspaper must be on the street tomorrow morning even if the editor dies. Yet, like every other human being, the journalist has only twenty- four hours in each day. To meet the constraint imposed by time limitation, the journalist must speed up his work. In this part; we shall look at speed, which is one of the tools available to a sub editor and at those beautiful things called headlines, and how the subeditor struggles to bring them out as brief and sharp as they usually are.

Speed:
Although the subeditor has a lot of work to do in ensuring that materials for publication meet an expected standard, the production of a newspaper cannot be delayed unnecessarily because of a the sub editor. A subeditor who forms the habit of delaying production will soon be on his/her way out of job because no publisher would like to keep a staff who delays output. The publisher is only interested in one thing: results. The first result he/she sees is the copies of the publication on the newsstands. If he does not see this as regularly as he expects, he concludes that somebody is not doing his/her job. If he/she is told that it is the sub editor, he/she wonders why the fellow cannot get his/her work done in good time. He/she is not bothered by how tedious the sub-ed’s work is.

After all others are producing results, and sub editing, to him/her, is not the hardest work in the world. Remember that the subeditor ensures quality work. He/she is not concerned with the quality of his/her own work alone. He/she strives to ensure the quality of the work done by other departments since he/she will be criticized if the publication does not come out well as it should. Those who know how the process works, especially his/her professional colleagues, understand that he/she is supposed to be the quality control post. So they blame and criticise him/her when things go wrong. Conscious of this fact, he/she works very hard to ensure that his/her work-and others’- are thoroughly and properly done- good enough for the reader who is also a king.

These two tasks – speed and quality - are by no means easy. But he must accomplish them. The sub-ed can be compared to three people.

First, he is like a pilot in the airplane’s cockpit. There is a number of equipment that is to be used and monitored. All of them are to be correctly and properly used and monitored. None should be at the expense of the other. But unlike the pilot who is surrounded by others who are there to assist him both on ground and in the air, the sub ed is on his own. In fact, others are impatiently reminding him of the deadline for the publication to put to bed. Just as you don’t appeal to a woman in labour to hold for a while before putting to bed, the sub ed does not ask those waiting to print to keep waiting endlessly. He must complete the work on time and the work must be as thorough as possible.

All news stories are subbed to a deadline. Given another half hour the subs might be able to write better headings and polish stories more. But they haven’t got another half hour. The perfect story is useless if it misses the edition. It is worse than useless if it delays the edition. Most subbing is thus a compromise; doing your best in a fixed time. But your best as a sub-ed must be good enough if you are to command respect. When a big story breaks right on edition time, they get it in even if it is not world perfect. But then you still need to try and make it as perfect as possible under the prevailing circumstance. Then, between editions (and this is the real adrenaline-producing stuff of journalism, the story is polished, background, expanded, re-intruded (perhaps six times), so that by the final edition it is near flawless. But, to repeat, the first thing to do is to get into print. Perhaps one way to appreciate the difficulty facing the sub ed is for you to sub the story below and to do it very well within five minutes, bearing in mind that even a one-minute extension is intolerable.

Headlines:
Apart from having a flair for writing eye-catching and accurate headlines, the sub desk must also produce headlines that comply with the instruction sheet precisely. In a well-designed page, there is light and shade, symmetry, a clean cut or modular look, strength, but not typographical chaos – and a delicate use of that most under-used of the layout man’s tools: white space. White space is very important, and an intelligent use of it will go a long way in enhancing the page. So, if the chief sub wants a heading shy (short) or flush (filling the line right out) there is, or should be, an aesthetic reason. On a well-designed paper one badly shaped heading can ruin a page, or an effect. The instruction sheet from the layout sub should also specify the length of the story. It must fit the space allotted.

Headlines are very important in any publication. Among other things, the headline is an opportunity to sell the publication. It helps to flag down the attention of the reader. On the other hand, it can put the reader off if it is not done the proper way. When there are problems with the headline, all eyes are on the sub desk. Another factor may be difficulties with interpretation. It is possible for two or more people to read the same report and understand it differently. In fact, the same person, reading the same news report at different times within a short interval may change his/her minds on what the appropriate topic, title, heading or headline should be. So one would not be too surprised if in casting a headline; there is a slight difference between the main content and the eventual headline.

However, as a professional, the sub-ed should be conscious of where the problem is likely to arise from, and to find ways of blocking such holes. Familiarity with a story can be a source of intrusion. Even before reading the story, perhaps the sub-ed is familiar with what happened. If he is not careful, this prior knowledge may find its way into what the reporter has written, giving rise to unintended but avoidable errors in headline casting.

4.Copy preparation 
4.1.What is copy?

Newspapers, magazines, books and other published materials are made up of different items or materials such as news, opinion articles, editorials, features, cartoons, pictures, letters, tables, diagrams and many others. Many of the materials were written at different times for different purposes, but brought together by an author or an editor to form a single publication and to perform certain functions. Such materials for publication usually come in different forms, shapes and sizes, based on several factors, including the background of the contributors, the specification of the editor and the purpose they are meant to serve, among others. Many times, these materials are solicit for or commissioned, but newspaper and magazine editors often receive a plethora of unsolicited materials, some of which they eventually publish. Collectively, all the materials that are received for publication are referred to as ‘copy’, irrespective of their nature, where they have come from, how they were obtained and their state at the time they came in.

When materials meant for publication come in, they are usually, like raw materials that need to be processed. Just as food must be prepared before it is eaten, copy must be processed or prepared before it becomes good enough to be served to readers. Or to use an example from the petroleum industry, they are like crude oil which must be refined and made suitable for use. Crude oil in its natural state cannot be used to accelerate a car’s engine; it cannot be used to keep a lamp aglow; and it cannot be used to fuel a cooker. It must first go to a refinery or a petrochemical plant where it undergoes various forms of refining and transformation before it becomes a final, usable product. Similarly the materials we see in published books, magazines, newspapers and other published works are the refined version of some earlier forms of ‘crude ‘stuff. They all came in at first in different forms and states as copy. They were then processed by people who are skilled in editing, proof reading, etc, and become what you see them to be. Some publications are made up of maps, graphs, figures and other types of illustrative materials. All these are part of copy. They are worked upon as part of the process of publishing. Copy, therefore, does not refer to plain text alone. It refers both to text and all other materials like diagrams, pictures that are brought in to be worked upon for the purpose of publication.

Copywriting

The process of strategically writing words that promote a person, idea, product, business or opinion is called copywriting. Copy writing may be used as a plain text, or a radio or television advertisement. It can also be used in other media. The objective of writing these words that promote a person or idea is to persuade the person watching or listening to the advertisement or reading the text to act on the product you are advertising. For instance, you try to persuade them to buy a product or to subscribe to a certain view point. Apart from persuading a person to act on the product or idea, copywriting can also be intended to dissuade a person from a certain belief or action. Copywriting can include slogans, headlines, taglines, jingle lyrics, television or radio commercial scripts, press releases, internet, World Wide Web as well as other written material incorporated into advertising media. Copy written material can contribute words or ideas to print advertisements, bill boards, commercials, brochures, post cards, online sites, e-mails, letters and other media used for advertising. Copywriting on websites may refer to the methods of writing used to achieve higher rankings in search engines. It includes strategic placement and writing key word phrases in certain frequencies and densities. As search engine algorithms get smarter every day, the search engine optimization (SEO) has evolved to consider what others think about the content, so as to write fluent and readable content that is of good quality and relevant.

There are some principles that you can follow to ensure effective copywriting. These are outlined below. 

First thing in copywriting is to know your product. You've got to know your product well and believe in it, as well as be passionate about it. Otherwise, if you don't believe in your product, then why are you selling it? You shouldn't sell something that you wouldn't buy yourself.

Secondly, you should know your customer. You ought to know the kind of person you are targeting. You could find out their occupation, income range, age and sex. Such details will help you to tailor make your ad for the specific needs of the customer.

In addition to the above principles, when copywriting, you should also stress the benefits of the product you are offering, use catching headlines and powerful positive words. Also ensure that you use correct grammar, spelling and formatting.

 Why must copy be prepared?

When beans, yam, cassava and other food items are harvested on the farm and brought home, they are not served raw. How would you like chewing groundnuts along with the pods, unwashed, and neither boiled nor roasted? What about swallowing coconut straight from the tree? You may not be able to, even if you wanted to give it a try. The same applies to most to most other food items. They are not devoured the way nature provided them. Instead, they are processed by having their skins or covers removed, then cooked, fried, boiled, dried or roasted. After this, they are ready for serving. In a similar way, the various materials submitted for publishing are not ready to be published. They need to be worked upon to change them from ‘raw food’ to ‘processed food’, or from raw materials to finished products.
Imagine what happens when beans is served the way it came from the farm without any form of processing! The raw beans in their pods, without processing, are not an appropriate meal. Even a starving man may not agree to eat it in its raw form. For the food to become a delicacy, it must be processed. Similarly, for the copy to become an acceptable publication, it must be worked upon.
Copies may come in handwritten forms as drafts, as poorly written manuscripts or as manually typed scripts. Some are full of errors, omissions, or are simply not properly written. Such materials cannot be served the way they are to esteemed readers. They must first be worked upon or processed, to bring them to a level or standard that the reader can enjoy. Remember that materials are not gathered simply for the purpose of being gathered. They are gathered for the benefit of the reader, and unless the reader can derive benefits from the materials, the publication cannot be said to be successful. This is the essence of copy preparation. It is simply like preparing raw food so that it can become a delicacy.
Who prepares copy?

A number of things happen between the time a material is submitted for publication and the time the final version comes out. In a newspaper, all the activities within this chain (from draft to printed copy) are collectively referred to as copy flow. During copy flow, different people work on the draft or ‘raw material’ with a view to making it refined, better, or more appropriate. They may add, subtract, rework, amend or do other things, which they believe, are necessary to make the copy into what it is supposed to be, or to put it in a better stead to perform the function it is meant to perform. All these and many more are the tasks or responsibilities of those who prepare copy for publication.
The first person to work on the copy is the writer or reporter. He or she is the one that covered an event and wrote a news report on it. He or she could be the one that conceived the idea of a feature article, did a research on it and has written it for publication. He or she may even be the prospective author of a book! All the materials needed for the book have been gathered, and a manuscript has been developed. It is usually a satisfying experience to produce a material for publication, tedious as the experience might be. It is usually like the relief a mother feels after she is delivered of a ‘bouncing’ baby.
Now the copy is in. If it is a newspaper or magazine, the news editor or line editor works on it. For example, if it is a sports story, the sports editor is the line editor that will work on it. If it is a feature article, the features editor is the line editor that will work on it. If it is a book, an appropriate editor is assigned the task of working on it. The idea here is that apart from the originator of the copy, somebody else at this juncture, works on it. Two good heads, they say are better than one.
The subeditor (otherwise called the copy editor) performs the ultimate task in copy preparation. His desk is the final quality control post before the material is published. As a result of this, it is usually assumed that copy is prepared by the sub-editor. This, to a large extent is true, but in reality, he works with the writer, reporter and other assistants. In some media houses, the subeditor reports to the chief subeditor. This depends on the size and structure of the publishing organization. Some larger publishing houses may have structures that are more complex than this, while smaller or more compact publishing outfits have structures that are as simple as what has just been described.
What is copy preparation

Copy preparation refers to the handling, processing or treatment of copy after it has been submitted by the writer or reporter. Remember that somebody originated copy at the on set. It may be the reporter, author, a freelancer, feature writer or an aggrieved reader or any other person. Copy preparation involves a number of activities. These involve the following, among others: Copy tasting, Reading and reading copy, re-arranging (or rejigging) copy, re-writing copy, cutting and trimming copy, writing headlines.

Copy-tasting

This is the very first step in copy preparation. Once a material is received, it is ‘copy-tasted’ to see if it should be accepted or rejected. This involves taking a decision on whether that particular material issuitable for the publication or not. If a material is rejected at this firststage, it dies a natural death. If it is considered acceptable, then adecision needs to be taken on which section of the publication it can be considered for. For example, a decision may be taken on whether it is a news material that should go into the pages earmarked for news, or whether it is for the metro section, or the fashion section of the publication. Although this is the very first and preliminary stage, here many materials fail to make it. Some of such materials are adjudged to be unsuitable for publication, so the issue of where they should be inserted does not even arise. 

Some may be considered to be the kind of materials that are usually used in a given section of the publication, but their standard may be too low to be used. So they are discarded straight away. They are like still born children that die even before they are able to open their eyes. Those who handle copytasting differ from one publication to the other, but generally they are referred to as ‘copytasters’. A copytaster who processes copy that comes in from news agencies (such as News Agency of Nigeria, NAN, Reuters, Agence France Press, etc) is usually referred to as a cable Editor or Telegraph Editor. Different types of names are used for different types of copytasters. Due to shortage of staff and other considerations, sometimes the task of copytasting is done by the chief sub and copytasters are not employed. This is the case in many newspaper houses in Nigeria and many other developing countries in Africa and Asia.
Reading and Re-Reading Copy: After copy has successfully scaled through the first stage called copy-tasting, it now faces a new challenge. This second challenge involves reading and re-reading copy. There are three main reasons for reading and re-reading copy. These are:

a. For the purpose of adding anything that may have been left out;
b. Removing any unnecessary or inappropriate material that is still contained in it;
c. Generally making it refined.
Most times, a single material needs to be read over several times, and in most cases, no matter the number of times the material is read, there is still room for addition, subtraction and refining. If a material is not read through several times, missing gaps may go undetected, and certain unwanted materials may be published. Similarly, certain inappropriately presented materials may not be noticed. This underscores the need for copy to be read and reread several times. It reduces the chances of errors and omissions.
Re-Arranging (or Rejigging) Copy: Often, copy needs to be re-arranged (or rejigged) to make it more meaningful or more logical. This may involve moving some portions (e.g. lines, paragraphs, sentences, phrases, words, etc.) away from where they were originally. While some are moved forward, others may be moved backwards. It is like “juggling”, but the main aim is to ensure that copy is excellent, appropriate and suitable.

Re-Writing Copy: Sometimes, the whole copy or portions of it may need to be rewritten. There are different reasons why they may be re-written. These include the need to make them more explicit or more meaningful; to make them conform with the publication’s house style; to make them fit into the available space, and so on and so forth. Sometimes, re-writing helps to bring out the meaning or message of the copy more forcefully. At other times, re-writing is meant to help a writer who has a very good idea but is unable to communicate such ideas as perspicuously as possible.

Cutting and Trimming: Sometimes copy is too big and needs to be cut or trimmed to avoid boring the reader. At other times it has nothing to do with boredom but space. Perhaps the available space is small and copy needs to be cut and trimmed so it can enter. Sometimes the story is cut, and the concluding part (or its continuation) is carried in the next edition. Some books (or other publications) are serialised in newspapers and magazines. This means that the copy is cut into several “bite sizes” (or acceptable lengths) and published in a number of successive editions of a newspaper or magazine.
5.Helpful Tips and Examples 

Editing for clarity (ensuring that copy is as clear as possible). Sometimes copy contains several ambiguities. After reading through it, the sub-editor may wonder what the main point is all about. He may spend some time trying to get a proper understanding of the issue and the way it is presented. The final reader out there does not have the time and patience to do this. He may simply dismiss the article and even the publication. To avoid this type of negative reaction from esteemed readers, the sub desk works hard to eliminate all forms of ambiguity.

Take a look at the expressions below and you would notice that some are unclear because of high sounding words, while some expressions are either literary or out dated that a present day speaker of English may not easily understand them. The duty of a sub-ed includes simplifying or reworking parts of the expression which create lack of clarity. The examples of unclear expressions include the following among others:

· As soon as the coast is clear, those committed to unwitting passions than the prompting of their hearts will find solace in the paradise of folly.

· Government decision is to grant perpetual annuity based on longevity of commitment to the actualization of civil reforms.

· Both the ecclesiastical and sacerdotal functions of a priest must be discharged as a mark of celestial obeisance; not ethereal compulsion.

· If to do were as easy as to know what were good to do, chapels would have been churches, and poor men’s cottages princes’ palaces.

· The man actually transited on account of asphyxia, consequent upon the fracture or dislocation of the cervical vertebrae; not witchcraft as supposed by the blind crowd in the village.

Editing for correctness of grammar, spelling and punctuation: The way copy is punctuated conveys various meanings. Take a look at the following sentences, which look alike but have different meanings:

a. The man whose son lives in London is coming.

b. The man, whose son lives in London, is coming. The difference between the two sentences above lies in the punctuation. The meanings of the sentences are different on account of that. While the first sentence is talking about a certain man whose son lives in London, the emphasis of the second sentence is on the man himself; not the fact that his son lives in London. The phrase ‘whose son lives in London’ in the second sentence is described as a parenthetic insertion. It provides gratuitous information. That information is not integral. It is not too important. It is by the way, or so to say. With or without that information, the meaning of the second sentence is complete. But in the first sentence that expression (i.e. whose son lives in London) is an integral part of the sentence, and if it is removed, what that sentence implies changes.

The duty of the sub-editor, among other things, is to ensure that the meanings of expressions in copy are clear, and that the right meanings are conveyed. English, like any other language, has rules that guide usage. The sub-editor ensures that copy complies with the rules of usage. Expressions that do not comply with the rules of usage offend the sensibility of readers and the sub-editor works towards ensuring that all such offensive expressions are eliminated from copy. Take a look at the following expressions and imagine how offensive they could be to a reader who is knowledgeable in English grammar:

a. This woman whose son won the award is himself a diligent student some years ago.

b. When people talk about light failure in Nigeria, their should also talk about paying their bills prompt

c. I have being to Ibadan twice this year.

d. These past few years I have not seen the gentleman that controlled traffic at the juncture.

Spelling errors are also a serious kind of problem, and they can be highly embarrassing. There are some publications that have spelling errors even in the caption. The blame naturally goes to the sub-editor. To avoid this embarrassment, he/she diligently subs the copy to eliminate spelling errors, some of which may qualify as typos. 

Editing for style (ensuring that the appropriate house style is used): Style is a very important thing in publishing. There are various definitions of style, but the baseline is that style differentiates one thing from another. One style may be appropriate in one context but inappropriate in another. So style is not just about correctness but also about appropriateness. It is because of the importance of style that publishing houses maintain house styles that distinguish them

from other publications.

The subed ensures, among other things, that the style of copy complies with the housestyle. Areas in which copy style diverges from the housestyle are amended before copy is finally approved.

Editing for word economy: Word economy simply involves ensuring that words are used as carefully and as skillfully as possible, to avoid the use of very many, meaningless words. Take for example the expression below:

a. If it were to be me, I will take the matter before a court. 

The above sentence can be more appropriately rendered as:

b. If I were you, I would take the matter to court.

Also look at the following sentence:

a. The man explained that the daughter of his uncle’s son had gained admission into the university.

The sentence can be better rendered as:

b. The man reported that his cousin’s daughter had been admitted into the university.

Editing pictures, cartoons, graphs, etc. and ensuring that they have appropriate captions: Pictures play a very important role in good publications. In addition to providing evidence, they communicate more vividly and add aesthetic value. They provide a break from the monotony of text, and enable the reader to relax while still getting informed or educated. But errors in the use of pictures and other illustrative materials create both distraction and frustration. Indeed, any publication that has so many of such errors will possibly be held in disdain by readers.

Have you ever seen a picture and wondered why a better caption was not used? The query goes to the sub desk. It is the duty of the subbed to ensure that all illustrative materials, including photographs, cartoons, graphs, and others are properly edited and correctly captioned. Wrong captions are particularly embarrassing, but again and again, some publications have had to apologise to readers over the use of wrong captions. Sometimes the people in the photograph are wrongly identified. At other times, the order of identification is changed in error, so that instead of identifying the personalities in the picture from the left as indicated, it is done from the right or vice versa. The wrong events or occasions are even identified sometimes. These are things which the subed checks before certifying copy ready.

Have you ever stumbled on a photograph and wondered why it was used at all? Do you think that a better option, if any, should have been used? If yes, then you thought like a sub-ed. The difference is that while you probably thought about it casually, he does it professionally before you. Since he will be blamed if there is a problem with the pictures, he thinks more deeply than you about it and goes ahead to ensure that something positive is done to remedy the situation.

Ensuring that background information that put stories in proper perspective are provided: There are some copies that readers may not readily understand unless the antecedents are well explained. For example, if there is a copy that reports that somebody has been buried, the reader first needs to be told or reminded of the death. If tears are reported to have flowed down a person’s cheeks at last, the reader will need to know or be reminded of what transpired earlier on. If such background information is not provided the reader may not have a clear understanding of the present situation.

The subed ensures that the background information that will enhance readers’ understanding is provided. For example, it could be explained that the person had died a few days earlier, and the circumstance of his/her death could be summarized for those who are either unaware of the death, or have forgotten the exact circumstance. If such backgrounds are not provided, some copies would appear incomplete or out rightly misleading.

Ensuring that copy fits into the allocated space.: In the layout of any publication, spaces are provided for specific items. If the space is for a picture, the size is specified. If it is for a text, a graph, etc, the space allocated is specified. The subed ensures that copy aligns with the space specification so that no copy takes more than or less than what is specified. The next time you read a newspaper, magazine, book or other publications and realise that there are no wastages in the way space is used, remember that a subed somewhere has done his/ her job well. If the publication is a newspaper or a magazine, there is likely to be a space allocated to news. This space is called ‘newshole’. The subed ensures that copy for news fits into the newshole and that nothing encroaches on the newshole.

In the past (when copy preparation was done manually) there was a long list of editing symbols used by subeditors in copy preparation. Students were taught to know and use such symbols in copy preparation exercises. The use of computers has removed that need, and most sub desks no longer use such symbols. Consequently, most up-to-date journalism training institutions no longer make students to study and apply those symbols in copy preparation. This, as has been explained, confirms that the computer has eliminated some of the stressful aspects of journalistic study and copy preparation work. Computer has reduced publishing to a work that can be done at the desk. A whole package known as Ventura (or Desktop Publishing, DTP), along with others, is available, and you are encouraged to learn how to use DTP as a way of boosting their skills and subsequently, their worth.

Self Assessment Exercise: Take a copy of a newspaper, magazine, book or any other publication. Look for at least five errors and imagine how such errors probably occurred and how they could have been avoided.

.

