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Full membership of the Canberra Society of Editors is open to anyone who is currently engaged professionally in editing 
or publishing, or who has had such experience in the past. Full members are eligible for inclusion in the freelance 
register. To have your details included, email the web manager at peter.judge@bigpond.com. 
 
The information collected on this form will be used to assess your eligibility for full (i.e. professional) membership of the 
Society. Your contact details will be included on the Society’s mailing list. Your personal information will not be used for 
any purpose other than the usual business of the Society, or if required by law. Some information may be used for 
statistical purposes. 
 
Provide your details below and sign the form. Complete the questions and checklist on the following pages to allow the 
management committee to assess your suitability for full membership.  
 

What has prompted you to join the society?  Networking Professional status Social 

Other ……………………………………………………………………………………………………………………………… 

How would you be willing to help the society? Organising training Organising functions Committee 

Newsletter Web minding Other …………………………………………………………………………. 
 
Name: ……… …………………………………………… …………………………………………………… 
 Title First name Last name 
 
Address: ………………………………………………………  

 ………………………………………………………  

 ……………………………………………………… Postcode: ………… 
 
Phone: ……………………………… ……………………………… ……………………………… 
 Home Work Mobile 
 
Fax: ……………………………… ……………………………… 
 Home Work 
 

Email (home) ………………………………………………………………………… 

Email (work) ………………………………………………………………………… 

I wish to apply for full membership of the Canberra Society of Editors for either: 

Full year $60 (1 July–30 June) OR  Half year $30 (if joining 1 January–31 May) 

NB If joining in June, membership fee covers a full year to the following 30 June. 
 
 
Signature: ………………………………………………… Date …………………… 
 

Payment details 
Direct deposit/EFT Cash Cheque 

 
DIRECT DEPOSIT (preferred)  CHEQUE/MONEY ORDER TO Canberra Society of Editors 

Financial institution Community CPS Australia Send completed application form 

Account name Canberra Society of Editors (include cheque/money order, if applicable) to: 
BSB 805 022 

Account number 0342 3503 

  

Memberships 
Canberra Society of Editors 

PO Box 3222 
Manuka ACT 2603 

 
 
 

 
APPLICATION FOR FULL MEMBERSHIP 

mailto:peter.judge@bigpond.com.
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Editorial experience 
Please give details of the length and breadth of your editorial experience and/or the titles of publications on 
which you have worked as an editor. If insufficient space, attach a separate sheet. 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

Editorial training 
  Courses (give details) 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 
(If insufficient space, attach a separate sheet.) 

 
 In-house (give details) 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 
(If insufficient space, attach a separate sheet.) 

Academic qualifications 
Tertiary (give details) 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 
(If insufficient space, attach a separate sheet.) 

Current employment 
 Self-employed full-time 
  part-time 
 
 Salaried full-time 
  part-time 

Referees 
Please give the names and contact details of two referees who are familiar with your work as an editor 
(e.g. client, employer, author). 
 
…………………………………………………………… 
Name 
 
…………………………………………………………… 
Organisation 
 
…………………………………………………………… 
Contact details 

…………………………………………………………… 
Name 
 
…………………………………………………………... 
Organisation 
 
…………………………………………………………… 
Contact details 
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CHECKLIST 
Please tick those areas of editing and associated 
services in which you can demonstrate personal 
hands-on experience. We do not expect you to be an 
expert in every area! 
 
Your name: …………………………………………… 

Copy editing 
Appropriate use of language  Correct errors of 
grammar, syntax, spelling and punctuation, and 
ensure clarity of expression. 

 
Language consistency  Establish consistent 
approach in terms of language, structural 
parallelism, terminology, spelling, capitalisation, 
hyphenation, abbreviations, expression of 
numbers and quantitative data, and references. 
Develop a style sheet to ensure such 
consistency or apply a house style covering 
these elements. 

 
Visual consistency  Establish consistency and 
appropriate format in terms of typography, 
heading hierarchy, page layout, figures, tables 
and captions, or apply a house style covering 
these elements. 

 
References  Ensure accuracy of cross 
references, conformity and completeness of 
bibliography and adherence to copyright 
requirements. 

 
Verification of copy  Check against previous 
copy for discrepancies and ensure that all 
amendments have been accurately inserted. 

 
Integrity  Check that the document is complete 
and the contents list is accurate. 

 
Proofing  Correct spelling, typographic and 
punctuation errors and check that cross-
referencing is accurate. 

 
Conformity with house style  Ensure document 
reflects all style and format requirements. 

 
Format  Ensure page layout is correct (including 
alignment, spacing and bolding) and line breaks 
are appropriate. 

 
Printing instructions  Note any necessary 
directions for typesetter and printer. 

Substantive editing 
Structural review  Assess conceptual integrity, 
and check whether document fulfils intended 
purpose. In consultation with author, restructure 
or rewrite passages where necessary. 

 
Language and style editing  Ensure that 
language and form are appropriate to readership, 
that there is a logical flow and weighting of 
discussion, and that information is presented 
clearly and concisely. 

 
Clarity of presentation  Ensure that the 
presentation is effective, that the title and 
headings reflect the contents, and that 
appropriate referencing and explanation of terms 
and abbreviations are included. Check 
appropriateness, placement and clarity of tables 
and figures and their consistency with references 
in the text. 
 

Associated services 
Commissioning  Commission, acquire, or 
research information for publication. 
 
Assessment for publication  Advise author or 
publisher on suitability for publication. 

 
Format development  Provide editorial input to 
document format and design. 

 
Rewriting and summarising  Write, 
substantially rewrite or condense text. 

 
Desktop publishing  Lay out and assemble 
document, edit on-screen and incorporate other 
changes, and produce camera-ready copy. 

 
Web publishing  Prepare and edit web content 
and HTML using appropriate web editing 
software (e.g. Dreamweaver, Homesite). 

 
Indexing  Prepare index. 

 
Assembling lists  Prepare list of references, 
glossary and abbreviations. 

 
Printing  Check quality of printer's proofs and 
advance copies. 
 

Project management 
Assembling production team  Engage editors, 
designers, typesetter, printer. 

 
Planning and scheduling  Develop and monitor 
editing and production schedule and coordinate 
activities. 

 
Quality assurance  Establish and monitor 
quality standards. 

 
Training  Train editors and production staff. 
 


