
Copy Editing/Proofreading Symbols 

Copy editing refers to the handling, processing or treatment of copy after it has been submitted by 

the writer or reporter.  

Copy editing involves a number of activities. These involve the following, among others: 

• Copy tasting, 

• Reading and re-reading copy, 

• Re-arranging copy, 

• Re-writing copy, 

• Cutting and trimming copy, 

Copy tasting 

This is the very first step in copy editing. 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 is suitable for the 

publication or not. If a material is rejected at this first stage, it dies a natural death.  

If it is considered acceptable, then a decision needs to be taken on which section of the 

publication it can be considered for. 

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 polished. 

 



Re-Arranging (or Rejigging) Copy 

Often, copy needs to be re-arranged to make it more meaningful or more logical.  

This may involve moving some oportions (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;  

a. The need to make them more explicit or more meaningful  

b. To make them conform with the publication’s house style  

c. To make them fit into the available space, and so on and so forth. 

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. 

• Sometimes the story is cut, and the concluding part (or its continuation) is carried in the 

next edition. 

• This means that the copy is cut into several “bite-sizes” (or acceptable lengths) 

 

 

Writing Headlines 

• Most people read newspapers because of catchy headlines. This is true of Tanzanian as it 

is true of people of other countries.  

 

  



 


