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The 7-Step Editing Checklist
Editors strike fear into the hearts of many. But the editor’s job is to make content better, not
worse. Whether you’re the one being edited or doing the editing, it saves time and frustration
to know what a good content editor looks for. Edit your way to success with these tips.
Step

01

Spelling, punctuation,
and grammar •
No organization wants
to publish content with
errors. Content editors
need to edit and proofread
everything, and apply rules
consistently. Good editors
look up and confirm what
they don’t know
for certain.

Step

Step

Consistency • Don’t

describe your company as
“a national leader in cyber
security” in one spot,
and a “regional leader” in
another. Content editors
flag inconsistencies in
word usage, capitalization,
and punctuation. Follow
a style guide like The
Associated Press Stylebook
or the Chicago Manual of
Style, and adhere to any
company-specific rules.

05

Transition and flow •

Transitions are like
breadcrumbs — they guide
readers along, bit by bit,
and prevent them from
getting lost. Some
transitions involve single
words or phrases (“in
addition,” “for example,”
and “however”), while
others involve connecting
ideas. Strong editors pay
attention to transitions and
give readers what they
need to flow from one
sentence and paragraph to
the next.

02

Step

06

Clarity • Readers
shouldn’t get stuck or
sidetracked as they make
their way through a story.
A good editor makes the
reading easy by pruning
the clutter and clarifying
any confusing parts —
like too much jargon or
unclear story organization.
Every piece needs a clear
beginning, middle,
and end.

Step

03

Accuracy • Wordfocused editors can get
so caught up in the way
a piece “reads” that they
overlook an essential part
of editing: fact-checking.
Ask yourself, is the
information accurate? Am
I uncertain about any of it?
Again: when in doubt,
look it up.

Step

07

Alignment with your
organization • Content
editors must have an eye
for the organization at
large. Does the content
fit within the company’s
overarching story and
goals? Are the tone and
voice consistent and in line
with the company’s brand
and image?

Step

Audience and
purpose • Your content
plan should clearly identify
your audience and the
purpose each piece of
content serves. Content
editors should always ask:
Does the writer identify
and engage the audience?
Will readers be able to
determine who the writer
is addressing, and why?

Embrace the
editor. Use
these steps
to create
remarkable,
polished
content
every time.
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