TIPS Proofreader Checklist
A.  Use standard proofreader marks (most common CMS marks sheet attached)

B.  Refer to specific project’s style sheet (constructed by copyeditor)
C.  Use Chicago Manual of Style, 14th Ed. for issues not addressed by above style sheet

D. Use red pen/pencil for marks, and tabs or sticky notes to flag author queries

Title: Not Yet Known

Author: William Burton
In addition to a general proofread, please check:




Done

	General
	

	1. Trim size – verify that actual trim size matches specs (1st pages)
	

	2. Blank pages – no headers, footers or folios (2nd pages)
	

	3. TOC – page numbers match (2nd pages)
	

	4. Verify that book is written in “active,” not “passive,” voice
	

	Heads
	

	1. Consistent length, width, and shade of any bars/rules
	

	2. Presence and consistent size and placement of any icons
	

	3. Consistent spacing (kerning)
	

	4. Leading between multiple lines & before and after heading
	

	5. Correct size/style (all heads can run full text column width)
	

	6. Correct alignment with margin
	

	7. Second line of head has at least 2 words/1st line longer than second
	

	8. Each word in head has initial cap (except Manning books)
	

	Figures
	

	1. All figures are in numerical order
	

	2. All figures have reference in body of text
	

	     Placement
	

	1. Figure is aligned correctly (left margin or centered per publisher)
	

	2. Figure is correct distance from text above and below
	

	3. Figure is placed as close as possible after reference 
	

	     Captions and Callouts
	

	1. Figure matches the figure reference in text.
	

	2. Figure matches caption, and fig. # is correct in caption and in text
	

	3. Em space between fig. # and caption
	

	4. Caption is aligned correctly against margin
	

	5. Caption is sentence style with punctuation
	

	6. Multiple-line captions wrap under beginning of caption, not number
	

	7. Figures are whole and not cropped.
	

	     Line Art
	

	1. Line art surrounded by keyline box of consistent weight
	

	2. All lines within art are of consistent weight
	

	3. Text - no typos, correct font/size, centered in box, correct punctuation
	

	     Screenshots
	

	1. No missing borders, resolution is acceptable, keyline box is consistent
	

	Tables
	

	1. All tables are in numerical order
	

	2. All tables are same style (background shades, rules, fonts, alignment)
	

	3. No periods unless separating full sentences
	

	4. Correct placement of table # and caption
	

	5. Caption matches table content
	

	6. Em space between table # and caption
	

	7. Table reference in text matches table number in caption
	

	8. Table has been placed as close to reference in text as possible
	

	9. Correct alignment of table against margins
	

	10. Figures continued to next page need caption repeated and “(cont.)”
	

	Headers and Footers
	

	1. Correct header/footer on left and right pages
	

	2. Chapter # and title are correct and all words are initial-capped
	

	3. Folios are in correct position and are correct
	

	4. Font and font size are correct
	

	5. Em space between chapter title or # and the folio (if applicable)
	

	Chapter Openers (most chapter openers contain art and text)
	

	1. Chapter # and title are correct
	

	2. Chapter title aligned consistently in each chapter
	

	3. Font, size, shade, and placement of title consistent in each chapter 
	

	4. Chapter title has no hyphenation
	

	5. Folios are centered at bottom of page (McGraw-Hill)
	

	Lists
	

	1. Spacing is consistent before, after, and within the list
	

	2. Space between bullets/numbers and text is consistent in all lists
	

	3. No periods unless separating full sentences
	

	     Numbered
	

	1. Each item represents a step in a sequence or chain of events
	

	2. Numbers are in sequence (no duplicate or skipped numbers)
	

	3. Period after each number
	

	4. Numbers align on the period that follows the number
	

	5. Initial caps with no periods at the end
	

	     Bulleted
	

	1. Each item represents one of several elements or features
	

	2. Initial caps with no periods at the end
	

	3. Correct bullet is used and is correct size and in correct position 
	

	Code Listings
	

	1. All listings are labeled and in numerical order
	

	2. Caption bolded, initial-capped, and sentence-style (no period at end)
	

	3. Code is consistent size in a fixed width font.
	

	4. Quotation marks in code are straight, not curved
	

	5. Code is not broken by tables or figures
	

	6. Code wraps correctly – suspected breaks/bad wraps should be queried 
	

	7. Listings continued to next page need caption repeated and “(cont.)” at end of caption
	

	Breaks (word, page, & paragraph)
	

	· Stacked hyphens or words – no more than 2
	

	· Widows – at least 2 lines should appear together at top of page 
	

	· Orphans – at least 2 lines should appear together at bottom of page
	

	· Colons – may not appear at bottom of right pages, but may on left
	

	· Lists – at least 2 list items should appear together 
	

	· Code – at least 2 lines of code should appear together
	

	· Footnotes – entire footnote appears on same page as the reference
	

	· Figure – figures no more than 1 page after in-text reference
	

	· Tables – at least 2 table rows + header row must appear together
	

	Special Elements (tips, projects, notes, sidebars – different in each book)
	

	1. Each element appears consistently throughout the book (alignment, spacing, correct art, use of rules, fonts, punctuation)
	

	2. Design elements at beginning or end of chapters are consistent throughout book 
	

	Miscellaneous
	

	1. White space – text should fill entire page
	

	     References
	

	1. If chapters are reordered during production, check all chapter references
	

	2. Chapter cross-references should only mention chapter number, not title or page
	

	3. Cross-references within chapters should enclose head names in quotation marks
	


