
TECM 4190: Technical Editing 

Description 

In this class you will learn how to edit technical documents, from proofreading for errors at the 
surface to ensuring that the document contains appropriate content, organization, and visuals for 
its audiences. Students will also learn how to use traditional editing marks, editing functions 
within word processors, and principles of layout and design. 

By the end of this course you should be able to  

• perform comprehensive editing, copyediting, and proofreading  
• use and understand editorial terminology  
• understand the profession of editing, including career possibilities and professional and 

ethical responsibilities  
• revise for tone, clarity, conciseness, and continuity  
• use traditional copyediting marks  
• become familiar with project management techniques  
• use technologies related to editing  

Textbooks 

You have one required textbook for this course: 

• Rude, Carolyn R. (2006). Technical Editing (4th Edition). Allyn & Bacon: New York.  

You have two strongly recommended textbooks for this course: 

• Chicago Manual of Style, 15th edition. (Buy it used on for as low as $25.) 
• Lunsford, Andrea A. (2009). The Everyday Reader. Bedford Books: Boston. (Or the 

grammar handbook of your choice.)  

Assignments 

The course assignments are designed to provide you with the opportunity to demonstrate and 
develop your editing abilities and increase in complexity. Below is a list of the major assignments 
you will complete in this course and their grade weights. Please note that these are brief 
overviews of the assignments; complete details with deadlines and grading rubrics will be 
provided in class. 

COPYEDITING TEST,  15% 

For this first assignment, you will copyedit an actual test from industry. You may edit this test on 
paper or electronically. The publisher gives you as much time as you like to complete the test, so 
you can guess that they expect perfection. In this class you only have a week and a half, so I 
acknowledge it won’t be as perfect as if you’d had endless weeks.  
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You may use any reference to help answer your questions—this test is open book. However, 
you’ll notice in the letter that the publisher uses the Chicago Manual of Style, 14th edition, but we 
use the 15th edition (the answer key has been updated) because that’s what you need practice 
with. For this test, the Chicago’s answer is the right answer. That’s the ultimate reference I want 
you to use. For a dictionary, use www.m-w.com the Merriam Webster site. 

EDITING RESUMES AND APPLICATIONS,  15%  

For this assignment, you will edit a set of job materials: either a job letter and resume or a 
personal statement and a resume. 

You will choose your client for this project. While you cannot edit your own job materials, you are 
encouraged to locate someone entering your desired career field. You may also edit job materials 
for a family member, friend, roommate, etc.  

I will evaluate your work based on the quality of your editorial suggestions and the comments' 
potential for improving the persuasiveness of the job materials. I will also evaluate the tone you 
use to phrase the editorial suggestions and the attempts you make to establish goodwill with the 
client. 

EDITING NON-NATIVE SPEAKERS,  30% 

For this assignment, you will complete a comprehensive edit, including a copyedit, of a 15-20 
page document for a client who speaks English as a Second Language (ESL). I will assign your 
client as well as provide you with the document to be edited and information on the client's 
native language and academic major. After you comprehensively edit the document, schedule a 
tutoring session with the client (face-to-face if the client is on-campus, virtual if the client is off-
campus). During the tutoring session, review the suggested edits with the client as well as 2-3 
grammatical issues. 

I will evaluate your work based on the quality of your editorial suggestions and the comments' 
potential for improving the persuasiveness of the document, as well as how you tailored the 
tutoring materials to your client's needs.  

Likewise, the reflective memo is a substantial part of your grade. I encourage you to spend time 
relaying your experiences to me and connecting these ideas back to the course readings and 
discussion. When appropriate, follow accepted citation guidelines. 

FINAL PROJECT,  30%  

For the final project, you will edit a document for someone in the UNT or DWF community. You 
are responsible for choosing your own project. I need to approve the piece before you begin 
working on it (you may bring it in to class or office hours or email it).  

Examples of suitable projects include the comprehensive editing of brochures, Web pages, grant 
proposals, or employee policy manuals. You could also create a style guide for your place of 
work. Likewise, I will consider any project that researches a specific editorial issue.  

http://www.rkboettger.com/4190/assignments.html#Sabre�
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In addition to the editing of the document, you must write a cover memo to the client explaining 
your changes and the reasoning behind them in detail, using the goodwill format. You’ll turn in 
the cover memo and edited piece to me during the last class. 

DAILY ASSIGNMENTS,  10%  

In addition to the major assignments, you will complete a series of short homework assignments 
and in-class activities as well as announced and unannounced quizzes on the course's content. 
These assignments are often given as part of your class participation and attendance. 

Grading  

The grading criteria serve as general guidelines for all course assignments.  

"A" (90-100%): A manager would be very impressed and would remember the work when a 
promotion is discussed. In this course, that means work that is a pleasure to read, with excellent 
content, grammar, sentence structure, mechanics, and visual design. In addition, work is 
thorough, complete, coherent, well organized, supported sufficiently, and demonstrates a 
superior understanding of audience, purpose, and rationale.  

"B" (80-89%): A manager would be satisfied with the job, but not especially impressed. This 
means that papers are well written and well produced, and demonstrate a substantial addition to 
the learning process. Work is sufficiently developed, organized, and supported, and demonstrates 
a solid understanding of audience, purpose, and rationale.  

"C" (70-79%): A manager would be disappointed and ask you to revise or rewrite sections before 
allowing clients and others to see the work. In other words, the paper may have clear, but 
underdeveloped ideas, or the paper might not engage or affect the reader. The paper may 
contain some errors in grammar, mechanics, or logic.  

"D" (60-69%): A manager would be troubled by the poor quality of work. This level of work 
forces the reader to work too hard to understand the main ideas. The paper may contain 
incomplete information, have serious grammar and mechanical problems, lack clear organization, 
or be conceptually unclear.  

"F" (0-59%): A manager would start looking for someone to replace you. In particular, work fails 
to address the tasks of the assignment, is so underdeveloped as to demonstrate incompetence, 
and is mechanically and grammatically incomprehensible. This grade will also be assigned for any 
evidence of plagiarism.  

Schedule 

The course schedule is subject to change pending our progress this semester. Supplemental 
readings will be available on the course Web site. 

 Discussion Topic Readings Due Assignments Due 
Week 1 Course overview, LTC 

lab polices, grammar 
diagnostic, "Editing an 

Rude, Chapter 1 
"Writers and Editors" 

"Editing and Me" 
memo 
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 Discussion Topic Readings Due Assignments Due 
Me" discussion 

Week 2 Evaluate grammar 
diagnostic, Grammar 
lecture and review 

Rude, Chapters 10, 
11, 4, and 7 

 

Week 3 Editing tests, error 
taxonomies, editing 
marks 

Rude, Chapters 11, 
13; "Editing Tests" 

Exercise 9.1, request 
30-day free trial of 
Chicago online 

Week 4 Overview of the 
Chicago, electronic 
editing tutorial, 
correct practice 
copyediting test  

 Practice copyediting 
test 

Week 5 Copyediting review, 
editing technologies, 
editing job materials 

"Which Resume 
Format is Best for 
You?," "Guide to 
Writing Resumes" 

 

Week 6 job materials client 
workshop, personal 
statements lecture 

"Applying to Grad 
School in TC," "The 
Tech Editor as 
Diplomat" 

Final copyediting test 

Week 7 Personal statements 
client workshop, 
drafting the goodwill 
client memo, phrasing 
editorial comments 

Rude, Chapters 3, 6  

Week 8 Introduce the final 
project, lecture on 
comprehensive 
editing, joining STC 
and Copyediting-L 

Rude, Chapters 2, 14 Job materials edits, 
copyediting retake 

Week 9 Editing for ESL client, 
ESL editing examples, 
"What is Open Heart 
Surgery" exercises 

Rude, Chapters 14, 
20; "Editing the 
Workplace" and 
"Cultural Perceptions" 

 

Week 10 Idiom reviews, review 
the ESL reflective 
memo, editing the 
research report, TOC 
feature in MS-Word 

Rude, Chapters 24, 
25; "Building 
Goodwill" 

 

Week 11 Editing for 
organization, using a 
style guide, editing 
technical graphics 

Rude, Chapters 15, 16  

Week 12 Editing for persuasion, 
in-class car activity, 
the proposal genre 

Rude, Chapters, 17, 
19 

 

Week 13 Draft in-class memo 
to proposal client, 
reviewing articles 

Rude, Chapter 5 ESL project 

Week 14 Editing Websites, 
evaluation of Yvette's 
Bridal Formal and LTC 

Rude, Chapter, 18, 
23, 21 
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 Discussion Topic Readings Due Assignments Due 
Websites, Editing and 
the Way Back Machine 

Week 15 Finish Website 
evaluations, Editing 
policies and 
procedures, Using 
online citation 
managers 

Rude, Chapter 22  

Week 16 Editing fiction, SETE 
evaluations, final 
thoughts 

 Final project 

Polices 

These policies provide you with the formal regulations governing Dr. Boettger's sections of TECM 
4190. Submission of your first assignment indicates you have read, understood, and agreed to 
the policies. 

These policies provide you with the formal regulations governing this course. Submission of your 
first assignment indicates you have read, understood, and agreed to these policies. 

ATTENDANCE 

Your presence in this course is mandatory not optional. You are required to sign the attendance 
sheet at the beginning of each class. Failure to sign the attendance sheet will result in an 
absence even if you are present that day in class. 

Any student who accumulates more than 3 absences during the semester will have his/her 
overall course grade lowered one letter.  

Any student who accumulates 6 absences during the semester will be dropped from the course 
via a formal written request to the college dean. You will be notified at absence #5 that a drop is 
pending. If you have missed 6 classes, you have missed 20% of the semester. You will not have 
received sufficient exposure to the material to meet the goals and learning outcomes of the 
course.  

Lates (tardies): These may be logged and can result in a lowered grade should they begin to 
accumulate. If, for example, a participation grade or quiz is given during the first 15 minutes and 
a student arrives late, a grade of zero (0) will be received for that assignment.  

Leaving Class: Any student who leaves before the class has ended without my prior approval will 
automatically receive an absence for that day.  

GENERAL TECHNOLOGY REQUIREMENTS 

As this is a senior-level course, you are expected to be familiar with the day-to-day operation of 
computers including email (and sending attachments) and standard software. If you need to 
develop your computer skills, please consider signing up for the courses offered by the Computer 
and Information Technology Center.  
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You are also expected to have regular access to computing technology whether it be your 
computer at home or the computers provided by the Library. There are 14 computer labs on 
campus, including one 24-hour lab should the library be closed. 

It is your responsibility to ensure that the computer(s) and disk(s) you use are functional and 
that you have, in the case of technological failure, backed up your data.  

As a student at UNT, you can back up data, up to 25 GB, through SkyDrive. A corrupted disk or 
crashed hard drive does not constitute an excuse for late or unsubmitted work. If you need to 
bring electronic files to class, please email them to yourself as attachments or use the SkyDrive 
available through your EagleConnect account.  

All students must have a valid UNT email address. You can forward your UNT email to your 
regular account (Hotmail, Yahoo, etc.), should you not wish to directly check your UNT account. 
It is also your responsibility to check your email regularly. I often use email to send class emails, 
including notices, updates, and advisories. 

Assignment Submission 

FORMAT  

Assignments for this course are to be submitted on paper unless otherwise noted. I do not accept 
e-mailed assignments. Also, please do not arrive to class expecting to print your assignments. 
There is no guarantee that the lab printers are working or that they have paper or toner. 

DEADLINES 

Hardcopy assignments are due at the beginning of the designated class period, unless specified 
otherwise. 

If you are absent the day an assignment is due, I will not accept any work via email. You must 
make arrangements with me to submit work before the deadline or put your work in my 
department mailbox, located on the third floor of the Auditorium building. You will lose one letter 
grade (or 10%) per calendar day late for major assignments. If extenuating circumstances apply, 
your work will be due the day after you return from your athletic event or the day after you 
attend the emergency appointment or funeral.  

You will fail the class if you do not attempt and submit ALL major assignments. Assignments 
more than a week (7 days) late automatically receive a grade of zero (0). It is your responsibility 
to turn in your work on time. Computer-related excuses will not be accepted as per the above 
technology requirements. 

Lastly, you may not use program templates (e.g., Word templates) to format any of your 
documents — these don't encourage you to learn the programs and generally result in dull, 
unpersuasive documents.  

http://eagleconnect.unt.edu/�
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Classroom Behavior 

Student behavior that interferes with an instructor’s ability to conduct a class or other students' 
opportunity to learn is unacceptable and disruptive and will not be tolerated in any instructional 
forum at UNT. Students engaging in unacceptable behavior will be directed to leave the 
classroom and the instructor may refer the student to the Center for Student Rights and 
Responsibilities to consider whether the student's conduct violated the Code of Student Conduct.  
The university's expectations for student conduct apply to all instructional forums, including 
university and electronic classroom, labs, discussion groups, field trips, etc.  The Code of Student 
Conduct can be found at www.unt.edu/csrr. 

Academic Dishonesty & Integrity 

It is your responsibility to become familiar with UNT’s Policy of Academic Dishonesty. 

This policy defines the following forms of academic dishonesty:  

• Cheating intentionally using or attempting to use unauthorized materials, information, 
or study aids in any academic exercise. The term academic exercise includes all forms of 
work submitted for credit or hours.  

• Plagiarism the deliberate adoption or reproduction of ideas, words, or statements of 
another person as one's own without acknowledgement.  

• Fabrication intentional and unauthorized falsification or invention of any information or 
citation in an academic exercise.  

• Facilitating academic dishonesty intentionally or knowingly helping or attempting to 
help another to violate a provision of the institutional code of academic integrity.  

If any course material is submitted that violates this policy of academic dishonesty, the 
assignment will receive a grade of "F" and appropriate judicial action will be filed. This action 
includes a report of academic misconduct to your college Dean and possible dismissal from The 
University of North Texas. There are no first-offense warnings regarding plagiarism.  

As this is a senior-level course it is expected that plagiarism and the correct use (citation) of 
other's ideas (including print, digital, images, and other media) are fully understood. Contact me 
if you're ever confused about what constitutes academic dishonesty. Misunderstandings, 
miscommunication, oversights, or lack of comprehension as to what constitutes academic 
dishonesty is not accepted in this course.  

Accommodations (Special Arrangements) 

UNT OFFICE OF  DISABILITY ACCOMMODATIONS  

Any student who, because of a disability, may require special arrangements in order to meet 
course requirements should contact me as soon as possible to make necessary accommodations.  

UNT’s Office of Disability Accommodations offers a variety of services but require qualified 
students to follow an application process. Please check their Web site for more information on 
these procedures and their deadlines. 

http://www.unt.edu/csrr�
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New ODA policy – The University of North Texas is on record as being committed to both the 
spirit and letter of federal equal opportunity legislation; reference Public Law 92-112 – The 
Rehabilitation Act of 1973 as amended. With the passage of new federal legislation entitled 
Americans with Disabilities Act (ADA), pursuant to section 504 of the Rehabilitation Act, there is 
renewed focus on providing this population with the same opportunities enjoyed by all citizens. 

RELIGIOUS HOLIDAYS  

Students needing to miss class due to the observance of an officially recognized religious holy 
day are asked to consult with me in advance so we can schedule missed work accordingly.  

Instructor Information 

Instructor: Dr. Ryan Boettger 

E-mail address: ryan [dot] boettger [at] unt [dot] edu  

Office number: AudB 314 

Office hours: By appointment 

E-mail questions will be answered as promptly as possible. I usually respond within 24 hours. If 
you have not gotten a response from me within 48 hours of your e-mail, please contact me 
again. I am happy to set appointments for times outside of my office hours. However, please 
make sure you keep such appointments or, for courtesy's sake, give me notice via e-mail that 
you are canceling your appointment. 
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