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TCO 421

Technical Editing

Instructor:
Dr. Helen Grady


Department of Technical Communication

Office:
Suite 201G, School of Engineering

Phone: 
752-2211(w); 745-4721(h)

Email:
grady_h@mercer.edu
Web Site:
www.ablongman.com/rude
Textbooks and Supplies:  
Required:
Rude, Carolyn.  2002.  Technical Editing. (3rd ed.)  NY:  Longman
Suggested:
Handbook of grammar and usage


College-level dictionary

Style guide, such as the Chicago Manual

Supplies:
standard 3-ring binder and notebook paper 

Course Purpose: TCO 421 is designed to teach you about the process of technical editing.  You will learn basic copyediting and proofreading skills to improve grammar, style, and form; and substantive editing to clarify document content and organization.  Emphasis will be placed on making editorial decisions based on document audience and purpose.  The course will examine the role of an editor in document production, from conceptualization, writing, editing, and reviewing to production and distribution.  We will examine the skills necessary for effective editor-author relationships and for effective management of the publications process.
Course Objectives:  Upon successful completion of this course you should be able to do the following:

(1)
Copyedit quantitative and technical material and visuals.

(2)
Edit for style using principles of effective style.

(3)
Edit for format using principles of effective format.

(4)
Identify reasons for editorial emendations and edit objectively rather than arbitrarily.

(5)
Copymark a document using the established symbols and conventions.

(6)
Understand the role of editing in document development, publication, and use.

Prerequisites:  Successful completion of TCO 341.

Course Standards:
1. Assignments are due at the beginning of the class period on the date due.  In an exceptional circumstance you may petition to hand in an assignment late.  If granted, the grade will be reduced one letter grade per day late.  Learning to meet deadlines is almost as important as learning to edit well.

2. Attendance is required due to the large amount of in-class work and collaborative activities we will be doing.  You can’t “make up” experiential learning.  More than three unexcused absences will result in grade penalties. 
3. Grading encompasses every aspect of the course, from participation through final products.  You can assume that every task requested directly or indirectly factors into your grade.  Regular feedback will be given on documents handed in. 

4. You are encouraged to schedule a conference at any point that you need it.  If you need to see me, catch me after class to schedule a time or call Ms. Alice Nolen, the TCO Secretary, at 301-2430 to get on my calendar.

5. Out of courtesy for all those participating in the learning experience, all cell phones and pagers must be turned off before entering the classroom or lab.

6. The honor code provisions as outlined in the Bulletin and in the student handbook, The Lair, will be assumed for everyone.   It should be clear from class discussion which projects will be collaborative and which ones must be individual.  When in doubt, please ask to avoid potentially embarrassing situations.

Electronic Communication:

Electronic communication is an important adjunct to face-to-face communication, including from professor to students, students to professor, and students to students. You must have regular access to your e-mail and to WebCT. If you do not have an active e-mail address on the first day of class, please secure one. Access to the Web and to the Internet is also integral to the class work. A number of laboratories on campus will provide access, in addition to EGC 102 and ECG 111-B.

Subscribe to the class listserv (grady2-L) within 24 hours of the first class meeting.

File-naming conventions will be prescribed in order to avoid needless confusion about electronically submitted documents. Set your e-mail so as to assure that you get a time-and-date confirmation of any assignments submitted electronically. You are responsible for using the correct mailing address--either to me individually, or to the class listserv.

Weighting of Assignments (Approximate)
Workshop Exercises, Homework, and Assignments - 30%
Tests  - 30%
Final Exam - 20%

Final Project - 20%
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