
KNOWLEDGE (worth 40%)
Enter your candidate number here:

Instructions for KNOWLEDGE (K) part

Enter your candidate number in the box above.

SAVE the document with your 5-digit candidate number (not your name) in the filename. 
Example: 

If your candidate number is 12345, save the document as: 2019_K_12345.pdf

The sample KNOWLEDGE part contains 9 questions. Answer any 4 questions.

• Each question is worth 20 marks. The maximum mark possible is 80.

• Unless a report, letter or specific communication of some kind is asked for, all answers
can be provided in note form. Ensure your notes are complete and clear.

• Avoid the use of abbreviations unless you explain them clearly.

• You are not expected to check errors of fact in any of the editing exercises in this part of
the exam.

• See the Keystroke guidelines for how to apply formatting such as italics, insert special
characters and to cut, copy, paste or undo.

• You should be able to write your answers in the space provided. If you feel you need
more space for a particular question, use the spare text boxes provided in the Answer(s)
continued section at the end of the paper – remember to make a note of this in the answer
box for that question.

Use the links to navigate within the document.

Before you finish, check you have indicated which questions you have done in the 
KNOWLEDGE Questions – Summary List on the next page.

Make sure you SAVE your document regularly.

Go to Questions – Summary List 

Go to Keystroke guidelines
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KNOWLEDGE questions – summary list

Instructions:

Indicate which 4 questions you answered by selecting the box to the left of that question. 

• Note: If you change your mind, make sure you deselect the old question before selecting
the new question.

• Click on a question number to go to that question.

oo Question 1	 Style
Answer 4 of 6 sub-questions on style.

oo Question 2	 Plain English and clarity
Discuss principles of Plain English and convert a passage of text into 
Plain English.

oo Question 3	 Obtaining an editorial brief
Review the requirements of a publication, then describe the editorial 
tasks required and list questions for the author.

oo Question 4	 Editing and constructing lists
Convert text into a list, discuss characteristics of a well-constructed list, 
and suggest strategies for overcoming problems in a sample list.

oo Question 5	 Editing theses
Answer 4 questions about the Guidelines for Editing Research Theses, 
and discuss what an editor of research theses needs to be aware of.

oo Question 6	 Editing practice
Answer 4 questions on various aspects of editing practice, including 
copyright, markup and selection of components for a publication.

oo Question 7	 Project management
List the steps that you would take in managing the publication of an 
annual report for a large government agency.

oo Question 8	 Universal access to website material
Discuss issues you would raise to convince a project manager of the 
importance of universal accessibility of website material.

oo Question 9	 Back cover blurb
Answer 4 short questions on improving a back cover blurb.

oo Answer(s) continued	 Extra writing space
Select this option if you used this space for one or more questions.
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Keystroke guidelines

Undoing mistakes 
If you make a mistake, undo by typing: Ctrl + Z (PCs) or Cmd + Z (Macs).

Cut, copy and paste text in this PDF
• Cut text by selecting the text and typing Ctrl + X (PCs) or Cmd + X (Macs).
• Copy text by selecting the text and typing Ctrl + C (PCs) or Cmd + C (Macs).
• Paste text by position the cursor where required and typing Ctrl + V (PCs) or Cmd + V (Macs).

Formatting in this PDF
To apply or remove bold, italics or underline to text, select the text and type the following keystrokes: 

PC users: Mac users: 
• Italics:
• Bold:
• Underline:

• Ctrl + I
• Ctrl + B
• Ctrl + U

• Cmd + I
• Cmd + B
• Cmd + U

Special characters in this PDF – dashes, hyphens, apostrophes
To insert an en rule (–): 

• (PC and Mac users) type two hyphens (--); or
• (Mac users only) type Option + - (hyphen)

To insert an em rule (—):

• (PC and Mac users) type three hyphens (---); or
• (Mac users only) insert two en rules (––).

Insert spaces either side if required.

The following will be ignored in awarding marks:

• apostrophes and quotation marks that are straight (′ ″), not curly (‘ ’, “ ”)
• your choice of particular style (e.g. your style for showing a dash), provided its use in a single

passage is consistent.
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Go to Questions – Summary List	 Go to Answer(s) continued

Question 1. Style

Answer 4 of the following 6 parts (1.1–1.6) of this question. 

Each part is worth 5 marks. (Total 20 marks) 

1.1	 Rewrite each of the following phrases into a less wordy form, entering your answer in 
the box below each phrase. (5 marks)

a. mutually agreeable and beneficial to all

b. razed to the ground

c. made a wholesale contribution

d. changes that confused

e. in total agreeance with the decision

f. a comprehensive and intact argument

g. in the event of a decision being made

h. totally and utterly viable

i. forever and a day

j. she sobbed and cried
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Alternative answer: if a decision is made
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Go to Questions – Summary List	 Go to Answer(s) continued

1.2	 Sentences a, b and c below strongly express the author’s viewpoint or display bias.  
In the space below each sentence, rewrite that sentence to a neutral form. (3 marks) 

a. It is imperative that disabled children sitting in wheelchairs get out and have fun.

b. Females in their thirties are unlikely to move into senior positions because they usually
make the decision to have children before the biological clock stops ticking.

c. The only sports writers that are worth reading are those that have played a sport at the
highest level.

d. Describe in the space below how you would approach the problem of bias or emotive
language with the author. (2 marks)

1.3	 This part contains a set of 4 multiple-choice questions, 1.3a–1.3d, and a short-answer 
question, 1.3e. 

In the multiple-choice questions, select the best option by clicking on the button next to 
that option. (5°marks in total) Note: only one option may be selected in each question. 

a. Select the sentence that is correct. (1 mark)

A	 o	 HMAS Moreton Bay docked at South Wharf last night.

B	 o	 HMAS Moreton Bay docked at South Wharf last night.

C	 o	 HMAS Moreton Bay docked at South Wharf last night.

D	 o	 HMAS Moreton Bay docked at South Wharf last night.

b. Select the sentence that is correct. (1 mark)

A	 o	 The Victorian Legal Aid Act 2007 and subsection 6.2 are being reviewed.

B	 o	 The Victorian Legal Aid Act 2007 and subsection 6.2 are being reviewed.

C	 o	 The Victorian Legal Aid Act 2007 and subsection 6.2 are being reviewed.

D	 o	 The Victorian Legal Aid Act 2007 and subsection 6.2 are being reviewed.
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Go to Questions – Summary List	 Go to Answer(s) continued

c. Select the sentence that is correct. (1 mark)

A	 o	 The periodicals ‘Better homes and gardens’ and ‘The east coast’ have extensive
details on developing seaside gardens.

B	 o	 The periodicals ‘Better homes and gardens’ and ‘The east coast’ have extensive
details on developing seaside gardens.

C	 o	 The periodicals Better homes and gardens and The east coast have extensive details
on developing seaside gardens.

D	 o	 The periodicals Better Homes and Gardens and The East Coast have extensive
details on developing seaside gardens.

d. Select the sentence that is correct. (1 mark)

A	 o	 Jaws 3 and the sequel Jaws 4 had hit theme songs written by the US band ‘Whopper’.

B	 o	 Jaws 3 and the sequel Jaws 4 had hit theme songs written by the US band Whopper.

C	 o	 Jaws 3 and the sequel Jaws 4 had hit theme songs written by the US band ‘Whopper’.

D	 o	 Jaws 3 and the sequel Jaws 4 had hit theme songs written by the US band Whopper.

e. Discuss why this example could be both right and wrong. (1°mark)

The Victorian Digital Awareness Department received $2 billion funding in 2010.

1.4	 Sentences a, b, c and d below each have the same type of flaw. Correct the flaw by 
editing the text in the box below YOUR EDIT. (4 marks)

a. The range of daffodils, tulips and roses are wonderful at Garden for You.
YOUR EDIT:

b. What are the highest number of handpasses you would expect in a game of football?
YOUR EDIT:
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c. The rapid change in software development have transformed technique and output
analysis.
YOUR EDIT:

d. Compare detergent and soap by listing its similarities and differences.
YOUR EDIT:

e. Define the flaw in the sentences a–d above. (1 mark)

1.5	 Answer all 8 of the following sub-questions: 1.5a–1.5h. (4 marks in total)

For questions 1.5a–1.5d, select the best option by clicking on the button next to that 
option. 

a. Select the sentence that is correct. (½ mark)

A. o	 Add 16 gms of sugar to the solution.

B. o	 Add 16 gm of sugar to the solution.

C. o	 Add 16 grams of sugar to the solution.

D. o	 Add 16 G of sugar to the solution.

b. Select the sentence that is correct. (½ mark)

A. o	 Carefully pour 47 mls of water into the beaker.

B. o	 Carefully pour 47 Ml of water into the beaker.

C. o	 Carefully pour 47 mL of water into the beaker.

D. o	 Carefully pour 47 mLs of water into the beaker.
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c. Select the sentence that is correct. (½ mark)

A. o	 Modern Homo Sapiens evolved about 200,000 years ago.

B. o	 Modern Homo sapiens evolved about 200,000 years ago.

C. o	 Modern Homo sapiens evolved about 200,000 years ago.

D. o	 Both B and C are correct depending on the style used.

d. Select the sentence that is correct. (½ mark)

A. o	 In the afternoon the temperature rose to 30 °C.

B. o	 In the afternoon the temperature rose to 30° C.

C. o	 In the afternoon the temperature rose to 30°C.

D. o	 In the afternoon the temperature rose to 30°c.

For questions 1.5e–1.5h, complete each sentence by selecting the option that is
correct. Each question is worth ½ mark (2 marks in total).

e. The price was reduced by	 O   twenty %     O   20 percent      O   20 per cent

f. The African elephant weighed 		 O   7 tons	   O   7 tonnes

g. Cheetahs can run at speeds of up to 	 O   120 Km/h	   O   120 km/h

h. Many artificial joints are composed of	 O   Titanium	   O   titanium	   O   titanium

1.6	 Consider the use of punctuation in each sentence a, b, c and d. Make any necessary 
corrections to the punctuation by editing the text in the box below YOUR EDIT. 
Question 1.6e is a short-answer question. Each question is worth 1 mark. 

a. At the peak of the flooding in East Gippsland, the Cann River broke its banks and
houses were washed downstream, livestock drowned and potato crops ruined.
YOUR EDIT:

b. ‘She ran so fast I just couldn’t catch up Lucy panted, so ‘We will never catch her now.’
she added.
YOUR EDIT:
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c. Ella commented ‘We have never seen such development in such a short time.’
YOUR EDIT:

d. This report outlines:
– the rights of consumers;
– the law relating to security;
– the law relating to warranty conditions;
– the role and function of the Commission
YOUR EDIT:

e. How would you decide on the style used in question 1.6d above? (1 mark)

End of Question 1. 

Return to start of Question 1  
or use the links at the bottom of the page to navigate to another part of the document.

©
 C

op
yr

ig
ht

 IP
Ed

 L
im

ite
d.

 A
ll 

rig
ht

s r
es

er
ve

d.



Accreditation Exam Sample, 2019 KNOWLEDGE, page 10 Question 2

Go to Keystroke guidelines

Go to Questions – Summary List	 Go to Answer(s) continued

Question 2. Plain English and clarity

Answer both parts (2.1: 5 marks; 2.2: 15 marks) of this question. (Total 20 marks) 

2.1	 List 5 underlying principles of Plain English. (5 marks)

2.2	 The intended audience for the following passage is international students whose first 
language is not English. In the box on the next page, edit the passage, transforming it 
into plain English so it can be understood by the audience. (15 marks)

Sound System Upgrade Board Report

As preparation for the commencement of this project a quote was acquired by the 
Administration from the preferred supplier for replacement equipment designed to ameliorate 
the quality of auditory sound in all sections of the premises.

Administration is currently involved in a process of identification of other potential suppliers 
of the aforementioned equipment with the aim of enabling comparisons to be made and 
facilitating decision-making for Board members.

It has become evident that concurrently, the administration has been requested by the Board 
to progress the investigation of the capacity of the premises to undergo redevelopment, 
congruent with accommodation of the expansion of the numbers and range of activities 
that could be undertaken here. As such, all organisations and individuals that have been 
approached have been requested to ensure inclusion in their quote of an indication of their 
capacity to remove and reinstall said equipment post-redevelopment.

Note: If you accidentally delete the text in the answer box, first try ‘undo’. Or you can 
start again by copying the text above and pasting it into the answer box. 
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End of Question 2. 

Return to start of Question 2  
or use the links at the bottom of the page to navigate to another part of the document.
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Question 3. Obtaining an editorial brief

Review the editorial requirements for the publication described below, and then answer both 
parts of the question (3.1 and 3.2: 10 marks each) in the spaces provided. (Total 20 marks) 

Phone message:

Hi, this is Linda from Lovely Designers. I have just received the files for a 90,000 word book 
and I don’t think I can start work on it as it is.

It’s called ‘One lit fuse: the rise of rocket science’ and apparently the three authors are 
aiming for the backyard rocket boffin market. They are self-publishing the book with the last 
part of their research grant, and it’s packed with interesting information.

The actual text doesn’t seem badly written—it’s grammatical and it passes a spellcheck, 
but the chapter titles and headings are all written differently and I’m not sure what level of 
heading some things are. Also the authors don’t seem to have agreed on how to caption 
or number the illustrations—there seem to be stacks of diagrams and various historical 
photographs in the package but I’ve got no idea how many there are or where they are 
meant to go.

I don’t think an editor has looked at any of it. Would you be interested in sending an 
expression of interest to the lead author to provide your editorial services, before I start on 
the layout?

3.1	 Make a checklist of editorial tasks required, elaborating each point where required. 
Include as many tasks as you think appropriate. (10 marks)
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1 mark for name of task 
2 marks for an elaborated task.



Accreditation Exam Sample, 2019 KNOWLEDGE, page 13 Question 3

Go to Keystroke guidelines

Go to Questions – Summary List	 Go to Answer(s) continued

3.2	 Write a list of questions you would ask the lead author. Include as many questions as 
you think appropriate. (10 marks)

End of Question 3. 

Return to start of Question 3  
or use the links at the bottom of the page to navigate to another part of the document. 
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Question 4. Editing and constructing lists

Answer all 3 parts of this question (4.1: 5 marks; 4.2: 3 marks; 4.3: 12 marks). 
(Total 20 marks)

4.1	 The publisher of a popular gardening guide wants their celebrity gardener John 
Barleycorn’s golden rules for planting tree seedlings to be clear at a glance.  
Convert John Barleycorn’s paragraph below into a list using bullet points. (5 marks)

The golden rules for ensuring survival of tree seedlings are to choose a species suited to the 
climate and the site, carefully considering its eventual height and spread, make sure the soil 
in the container is moist but not too wet, incorporating good drainage material (or moisture 
retaining material, if the species is a moisture lover) into the soil mix and watering regularly 
until the roots are established, usually about two years. – John Barleycorn

Notes: 
• To indicate a bullet point, it is sufficient to simply type a hyphen or dash followed by a space.
• If you accidentally delete the text in the answer box, first try ‘undo’. Or you can start again by

copying the text above and pasting it into the answer box.
• See the Keystroke guidelines for dashes and how to undo, copy and paste.
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4.2	 List three characteristics of well-constructed lists. (3 marks)

1.	

2.	

3.	

4.3	 A local health care and wellness centre has compiled the following list of its services. 
The practitioners have asked you to suggest how it might be improved. They want the 
tone to show focus on wellness, not illness.

Commonly treated conditions:
– 	Immune Support.
– achieve peak performance
– Stress and mood disorders
– vitamins, minerals and antioxidants;
– Wellness and health ageing;
– Digestive and Gut support.
– Integrated detox & liver support
– Eliminate Fatigue and weakness
– Male suppport
– Manage fertility;
– Environmental illnesses
– And many more ...

In the spaces below, describe the 5 main problems with the list. For each problem you 
identify, suggest a strategy to address the problem. (12 marks)

a. Problem:

Strategy: 

b. Problem:

Strategy: 
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Other options are:
– Consistent capitalisation at the start of each item.
– Consistent use of bullets or numbers. 



Accreditation Exam Sample, 2019 KNOWLEDGE, page 16 Question 4

Go to Keystroke guidelines

Go to Questions – Summary List	 Go to Answer(s) continued

c. Problem:

Strategy: 

d. Problem:

Strategy: 

e. Problem:

Strategy: 

End of Question 4. 

Return to start of Question 4  
or use the links at the bottom of the page to navigate to another part of the document.
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Question 5. Thesis editing

Answer all 4 parts (5.1: 2 marks; 5.2: 5 marks; 5.3: 10 marks; 5.4: 3 marks) of this question. 
(Total 20 marks)

The Institute of Professional Editors Limited (IPEd) and the Deans and Directors of 
Graduate Studies at Australia’s universities have jointly developed a set of ‘Guidelines 
for editing research theses’.

5.1	 Where can these guidelines be found? (2 marks)

5.2	 Briefly (in about 6 lines of text), explain why such guidelines are required. (5 marks)

5.3	 What measures, suggestions and recommendations do the guidelines include that are 
designed to address the matters discussed in your answer to question 5.2? (10 marks)
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5.4	 What other matters do you, as an editor of research theses, need to be aware of and 
address with a research degree candidate? (3 marks)

End of Question 5. 

Return to start of Question 5  
or use the links at the bottom of the page to navigate to another part of the document.
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Question 6. Editing practice

Answer all 4 parts (6.1–6.4: 5 marks each) of this question. (Total 20 marks)

6.1	 Name each of the following font styles and explain how they would be marked up by 
hand in a manuscript. The first one is completed for you. (5 marks)

Font example Font style Explanation of how the style would be 
marked up by hand in manuscript 

Australian flora italic underline beneath words

a. Australian flora

b. Australian flora

c. Australian flora

d. AUSTRALIAN FLORA

e. Australian flora

6.2	 Name 5 separate items that normally appear on an Australian publisher’s imprint page. 
(5 marks)

1.	

2.	

3.	

4.	

5.	
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OTHER POSSIBLE OPTIONS:
– Printer's name and address
– Editing credits
– Publishing history if more than one editing or reprinting, e.g. date of first publication and subsequent publication dates, edition numbers
– Typeface used
– Permissions information, i.e. procedure for obtaining permission to reproduce material
– Cover image information and design credits
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6.3	 For each of the 5 kinds of books numbered below, choose which features it might have 
from the list below by entering A, B, C, D or E in the box next to the book. (5 marks)

Note: only 1 book matches each set of features. 

Features: 
A. 4-colour throughout, cartoons, technical diagrams, lists, answer section, boxed text
B. screen shots, bullet lists, tips
C. executive summary, tables, lists, available on website as PDF or a Word document
D. matt art paper, 4-colour photographs throughout
E. black and white photographs on glossy paper in 3 special sections in the book

1	 beginner computer guide	

2	 cookbook by TV chef 

3	 hardback biography	

4	 year 10 maths textbook	

5	 government report	

6.4	 Answer ‘True’ or ‘False’ to the following 5 statements, by selecting the button to the left 
of your answer. If the statement is false, explain why in the box below. (5 marks)

a. Copyright has to be registered in Australia to be effective.	 O   True O   False

If false, why?

b. Copyright lasts for the lifetime of the creator plus 70 years.	 O   True O   False

If false, why?

c. Provided you make 5 changes, you can legally copy and
publish someone else’s design. O   True	 O   False

If false, why?
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d. The Copyright Council administers copyright in Australia.	 O   True O   False

If false, why?

e. The copyright notice usually appears on the imprint page
of a book. O   True	 O   False

If false, why?

End of Question 6. 

Return to start of Question 6  
or use the links at the bottom of the page to navigate to another part of the document.
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Question 7. Project management

This question is worth 20 marks. 

You have been contracted to manage the preparation and publication of the annual report for 
a large government agency. List the steps that you would undertake in managing this project. 

Note: Your steps should take account of preliminary preparation, clarification of the 
project, scheduling, administration, editorial control and design and production. It is not 
necessary to list them in the order in which you would undertake them.

End of Question 7. 
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Note on marking: There must be at least 10 steps.
1 mark for a simple step; 2 marks if the step is elaborated on.
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Question 8. Universal access to website material

This question is worth 20 marks. 

You are overseeing the development of a new section of a government website and need to 
brief relevant staff. The project manager has questioned the funding you have allocated to 
ensuring the section content is accessible to all users, including those with a disability, and 
has asked you to reduce it.

Discuss at least four issues you would raise to convince the project manager of the 
importance of universal accessibility of website material. 

End of Question 8.
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Question 9. Back cover blurb

Read the text and then answer all 4 parts (9.1–9.4: 5 marks each) of this question in the 
space provided. (Total 20 marks)

You have been the project editor for a new book on blurb writing. The marketing department 
has sent you this back-cover copy for review and edit.

This book by Ed Inhaus, BA (Hons), MA, PhD, (pictured below) renown promoter and master 
of the puff, currently plying his trade at MultiNational Books Pty Ltd, reveals all the secrets of 
the blurb-writer’s trade, telling you all you could ever want to know about crafting copy that’s 
sure to grab the browser, would-be reader, or potential book reviewer’s (or all the above’s) 
attention from the get-go!

Not getting your message across? Failing to achieve market targets? Missing your 
readership? Make your next blurb sing! Watch your sales soar!!

Not only accessible and punchy, this tome is set to become the Bible of copywriters, editors, 
marketing staff and publicists. Learn the tricks of the trade from an insider.

A few pointers from the master:
– The shorter, the better …
– Never use negatives. Be positive.
– Jargon is death;
– Find a hook
– How many endorsements are enough?
– Are dot points for textbook copy only?
– If your book/author has received prizes or other gongs
– Readership?
– Use the first line of your blurb to grab attention.

If you enjoyed Eats, Shoots and Leaves, this is the book for you. Now in its fifth reprint. Over 
10,000 copies sold.

9.1	 What suggestions could you make to improve the opening sentence to the blurb? 
(5 marks)
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		  Go to Keystroke guidelines

	 Go to Questions – Summary List	 Go to Answer(s) continued

9.2	 What could improve the second and third paragraphs? (5 marks)

9.3	 List 5 aspects that could be improved in the dot-point list. (5 marks)

9.4	 What points would you raise about the final paragraph? (5 marks)

End of Question 9. 

Return to start of Question 9  
or use the links at the bottom of the page to navigate to another part of the document.
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		  Go to Questions – Summary List	 Go to Keystroke guidelines

Answer(s) continued 

Use the box below and on the next page to provide any further information to a question 
or questions. Remember to indicate which question number the extra information is for. 
Remember to select this option in the Questions – Summary List too. 
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		  Go to Keystroke guidelines

	 Go to Questions – Summary List	 Go to Answer(s) continued

End of KNOWLEDGE part. 

Before you close this document, ensure that you have:

•	 entered your CANDIDATE NUMBER in the box provided under the main heading of the 
document; AND

•	 checked each question you answered in the Question Summary List; AND

•	 SAVED the document using your candidate number. 
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	KNOWLEDGE start
	Questions – summary list
	Keystroke guidelines
	Question 1. Style
	1.1
	1.2
	1.3
	1.4
	1.5
	1.6

	Question 2. Plain English and clarity
	2.1
	2.2

	Question 3. Obtaining an editorial brief
	3.1
	3.2

	Question 4. Editing and constructing lists
	4.1
	4.2
	4.3

	Question 5. Thesis editing
	5.1
	5.2
	5.3
	5.4

	Question 6. Editing practice
	6.1
	6.2
	6.3
	6.4

	Question 7. Project management
	Question 8. Universal access to website material
	Question 9. Back cover blurb
	9.1
	9.2
	9.3
	9.4

	Answer(s) continued 
	Extra space 1
	Extra space 2



	Candidate number: 12345
	Check Q1: Yes
	Check Q2: Yes
	Check Q3: Yes
	Check Q4: Yes
	Check Q5: Yes
	Check Q6: Yes
	Check Q7: Yes
	Check Q8: Yes
	Check Q9: Yes
	Check AC: Yes
	Q1: 
	1a: mutually beneficial
	1b: razed
	1c: contributed
	1d: confusing changes
	1e: in agreement
	1f: a comprehensive argument
	1g: if decided
	1h: viable
	1i: forever
	1j: she sobbed
	2a: Wheelchair-bound children would benefit from getting out and having fun. 
	2b: Women are less likely to move into senior positions if they decide to have children in their thirties.
	2c: Sports writers who played a sport at the highest level are often worth reading.
	2d: Tactfully explain the impact on readers, who may misinterpret the intended meaning or take offence, and make suggestions that still convey the message but without the bias or emotive language.
	3a: C
	3b: B
	3c: D
	3d: D
	3e: It is wrong because department names are not usually italicised. However, it could be right if the publication style guide specifies that department names are in italics, or if in the words in italics are the title of a publication that is receiving funding.
	4a: The range of daffodils, tulips and roses is wonderful at Garden for You.
	4b: What is the highest number of handpasses you would expect in a game of football?
	4c: The rapid changes in software development have transformed technique and output analysis. 
	4d: Compare detergent and soap by listing their similarities and differences.
	4e: Subject–verb disagreement (singular/plural). 
	5a: C
	5b: C
	5c: D
	5d: A
	5e: 20 per cent
	5f: 7 tonnes
	5g: 120 km/h
	5h: titanium
	6a: At the peak of the flooding in East Gippsland, the Cann River broke its banks; houses were washed downstream, livestock drowned and potato crops ruined.
	6b: ‘She ran so fast I just couldn’t catch up,’ Lucy panted. ‘We will never catch her now,’ she added.
	6c: Ella commented: ‘We have never seen such development in such a short time’. (NF)
Ella commented, ‘We have never seen such development in such a short time.’ (fict.) 
	6d: This report outlines:
– the rights of consumers
– the law relating to security
– the law relating to warranty conditions
– the role and function of the Commission.
	6e: By following the style sheet for the publication. If there is no style sheet, I would use an appropriate style guide such as the Style Manual, which is the style applied in the list above, or check whether the author or client has a preferred style.
 

	Q2: 
	1: 1. Prefers active voice.
2. Uses everyday, common words.
3. Prefers simple sentence structures.
4. Keeps the reader in mind.
5. Keeps the reader interested, e.g. by varying sentence structure and length. 
 
[Other possible answers:
– is clear and simple
– is appropriate to the audience
– tends to be direct, personal and informal
– avoids jargon and unfamiliar acronyms
– explains technical terms in simple language]
 
 
	2: Sound System Upgrade – Administration Report to the Board
 
The aim of the project is to replace the sound system to improve sound quality throughout the building. First, we obtained a quote from our preferred supplier. We are now identifying other potential suppliers so that we can compare quotes before making our decision.
 
At the same time, as requested, we are investigating the possibility of redeveloping the building to accommodate a greater range of activities. To this end, all supplier quotes for the new sound system must include removing the equipment before redevelopment and reinstalling it afterwards.
 
 
[ALTERNATIVE ANSWER:
 
Upgrading the sound system: report to the board
OR 
Board report: Upgrade of sound system
 
The administration has received a quote from its preferred supplier for improved sound equipment. It is now seeking quotes from other suppliers so that board members can make comparisons between suppliers before making a decision. 
 
However, the board has also asked the administration to explore the possibility of redeveloping the building to accommodate a greater range of activities. For this reason, the administration will ask that all quotes include removal and reinstallation if redevelopment goes ahead.]

	Q3: 
	1: – Editing headings and subheadings for consistency in style and content, applying a constistent hierarchy throughout.
– Copyediting for clarity and consistency, and to make any necessary corrections to syntax, punctuation and other usage.
– Checking references cited with the bibliography and checking citation format is consistent.
– Preparing a list of illustrations, numbering illustrations in sequence and indicating their position in the text.
– Editing captions and labels for illustrations; writing/editing alt-text if there is to be any form of digital format.
– Incorporating authors' responses to any queries in the revised document. 
– Proofreading after first design layout and checking illustrations.
– Editing the index.
	2: – Have you followed a house style in writing the text and also in preparing the bibliography? If yes, may I have a copy? (If not, discuss preferences for style sheet.)
– Who is my contact for copyediting queries or choices?
– Have you obtained an ISBN?
– Do you know about legal deposit requirements? 
– Have you obtained permissions for the illustrations and photos you want to use?
– Are you going to prepare or commission an index? Do you need help finding a professional indexer?
– Have you co-written each chapter, or are different chapters by different authors? If the latter, have you checked the factual content of each author's chapters?
– Have you checked for any defamatory or offensive content?
– Are there any safety concerns arising from the text? That is, do you describe any experiments with rockets that readers might try? 
– Is this a book for the Australian market or do you hope to send it overseas as well?
– Have you prepared a copyright statement? How are you attributing copyright between the three of you?
– What kind of acknowledgement does the funding body require, if any? Do they have any formatting requirements? Do they need their logo included? 
– Are there other acknowledgements you need to include?
– Would you like me to liaise with the designer about laying out tables or developing diagrams, graphs etc, or is this something you prefer to handle?
– Are there any special features such as mathematical or chemical formulas and symbols, or foreign language extracts?

	Q4: 
	1: John Barleycorn's golden rules for ensuring survival of tree seedlings:
– Choose a species suited to the climate and the site, carefully considering its eventual height and spread.
– Make sure the soil in the container is moist but not too wet.
– Incorporate good drainage material (or moisture-retaining material, if the species is a moisture lover) into the soil mix.
– Water regularly until the roots are established, usually about two years.
 
	2-1: Consistent end punctuation. 
	2-2: Accurate and appropriate lead-in line, with each point following logically. 
	2-3: Parallel construction (i.e. consistent sentence structure and grammar).
	3a-Problem: Inconsistent end punctuation
	3a-Strategy: Make the punctuation consistent, using the same end punctuation (e.g. none) except for the last item which should retain the ellipsis or be replaced with a full stop. 
	3b-Problem: Inconsistent capitalisation of the first word in the list and within list items.
	3b-Strategy: Standardise capitalisation, e.g. by making each item sentence case (Immune support; Digestive and gut support) or all lower case (immune support; digestive and gut support). 
	3c-Problem: The lead-in sentence is inappropriate because it specifies a list of conditions, when many of the list items are not conditions but medications, health objectives or practice areas.
	3c-Strategy: Suggest a better lead-in sentence that covers all items in the list (e.g. areas of specialty) – but see d. below. 
	3d-Problem: List not consistent conceptually. Conditions listed alongside objectives & treatments. 
	3d-Strategy: Split list into three lists, grouping similar kinds of items together. Alternatively, suggest rethink about including every item i.e. list could be streamlined, simplified, shortened. 
	3e-Problem: Not parallel construction – some items begin with nouns and others with verbs.
	3e-Strategy: Change all items to noun construction or all items to verb construction – possibly varying by list (see d. e.g. objectives list: active verbs; conditions list: nouns.

	Q5: 
	1: On the websites of IPEd, the Australian Council of Graduate Research and on some Australian universities (some universities just link back to IPEd). 
	2: To ensure that (a) the thesis is the work of the student, not the editor, and (b) professional intervention is restricted to copyediting, proofreading and formatting, and does not extend to structural or substantive editing (which is the domain of the thesis supervisor), or rewriting (which the student must do). A particular danger with rewriting is that the editor may misinterpret the meaning, and a student from a non-English-speaking background may not fully appreciate the changes in meaning that are introduced. 
	3: Using terms such as "copyediting" and "proofreading", as defined in the Australian Standards for Editing Practice, to describe the work. 
Addressing only certain agreed matters that fall under the above definitions of copyediting and proofreading, such as consistency and language. 
Ensuring that the student understands they are responsible for considering each and every suggested edit. 
Obtaining the supervisor's approval in writing for the scope of the work. 
Where rewriting is warranted, using comments to draw the student's attention to the matter, and offering some examples, and refraining from making substantive changes yourself. 
Retaining all marked up versions until well after completion of the job.
 
	4: Institutional restrictions and requirements, including institute, discipline and department style guides.
Discussing costs with student.
Agreeing reasonable timelines with the student. 
Specific issues, e.g. if student's first language is not English.
 
 

	Q6: 
	1a: bold
	1b: bold italic
	1c: Caps and small capitals
	1d: caps / 
upper case
	1e: underline
	1a-desc: wavy line beneath words
	1b-desc: double underline, with top line wavy and bottom line straight
	1c-desc: triple underline below initial letter then double underline below remaining letters
	1d-desc: triple underline below letters
	1e-desc: one underline below text and word "underline" circled in margin
	2-1: Publisher name, address and website
	2-2: ISBN
	2-3: Year of publication
	2-4: Copyright notices
	2-5: National Library of Australia Cataloguing in Publication (CIP) information or statement.
	3-3: E
	3-2: D
	3-1: B
	3-4: A
	3-5: C
	4a: False
	4a-False-reason: Under the Berne Convention and the Copyright Act 1968, copyright in a work exists automatically on its creation, i.e. when it takes physical expression. 
	4b: False
	4b-False-reason: See Answers continued section. 
	4c: False
	4c-False-reason: Number of changes is irrelevant: permission needed to adapt a design. Even with permission, changes need to be substantial enough to result in a new design. 
	4d-False-reason: Under the Copyright Act 1968, only the relevant federal government department administers copyright. Currently Department of Communications and the Arts.
	4e-False-reason: 
	4d: False
	4e: True

	Q7: 1. Set up a stakeholder management team that includes senior staff in the agency (eg CEO, CFO, Minister, Board Chair) or people who have direct and easy access to the senior staff. 
2. Clarify the budget and print run (quantity to be printed) and then clarify other specifications e.g. colour printing (4 colour or 2 colour?)
3. Develop a contents and sections list (using previous annual reports as a guide) and assign contributor names to each section and subsection. Check your understanding of contents and style of presentation through a briefing with the CEO or delegated authority. 
4. Confirm content of briefing meetings with brief follow-up emails. 
5. Set up a project management team which must include at least designer/s, and a manager with sufficient authority to sign off at each stage. 
6. Establish a timeline for critical dates and deadlines, working back from the date the report must be lodged in Parliament (or otherwise made public). 
7. Schedule regular progress meetings at appropriate intervals. Email brief notes of what was agreed at meetings to all stakeholders as soon as possible after meetings.
8. Check times when crucial people plan holidays or need to travel for work. 
9. Ensure that timelines allow adequate time for editing, author queries, rewriting, 
approval and sign off, etc.
10. Find out whether this is to be a bare minimum annual report (check government and ASIC guidelines) or a promotional report with glossy presentation, multiple images, etc. Senior staff to clarify this.
11. Check whether a digital version of the report is required. If so, ensure digital requirements, including accessibility guidelines, are incorporated into editorial, design and scheduling considerations.
12. Liaise with printers to get a quote once the print specifications are known (page extent, paper stock etc.). Work with the chosen printer to establish timelines, building in some contingency.  
13. Monitor the schedule continuously. Follow up immediately when material is late. Advise people when to expect material on which there needs to be a quick turnaround. Adjust the schedule as required and keep participants informed of any changes. 
14. Copy all project team members on most emails so that they realise the number of people involved and the complexity of the project in which they may have only a small role. Although this may be a minor part of their overall responsibilities, they need to be aware of its importance to the agency.  
15. Include PAs or EAs of senior staff in your emails so that they can follow up with the responsible people. 
16. Give contributors advice about the style, length and format for submissions, using a template prepared for the purpose or examples, as well as a style sheet. Mention Plain English.
 [See answers continued for additional possble steps 17–26.]
 
	Q8: 1. Legal requirements. It is illegal to discriminate against a person on the basis of their disability. An inaccessible website could open the government to prosecution under the Disability Discrimination Act 1992 (Cth). Any documents on the site for download also need to be accessible under the international Marrakesh Treaty, to which Australia is a signatory. 
2. Government policy. It is Australian government policy that all government websites are compliant with the Web Content Accessibilty Guidelines version 2 (WCAG 2.0) standard. 
3. Population statistics. At least 10% of the population has a disability affecting how they access information and communication technologies. 
4. Benefits for other users. Sites designed with accessibilty in mind are more user-friendly for all users. Clear heading hierarchies and clear navigation are beneficial to everyone, and design that accommodates simplified versions, such as alt-text for images, benefit those with poor network connections (e.g. when images fail to download). 
5. Potential cost savings. Providing information in accessible formats may help reduce costs by keeping phone and email queries to a minimum. It is also cheaper to build-in accessibility during development than to convert information in an ad-hoc fashion after the event.  
	Q9: 
	1: – Breaks the first rule of blurbs: Keep it short and keep it riveting. This sentence is too long and cumbersome (complete with parenthetical inserts). Please shorten. 
– Should open with a bold statement or a question that urges the browser to read on. The questions in paragraph two could be used to open the blurb instead. 
– Alternatively, could open with a variation on the last paragraph of the blurb, or the description ‘The Bible of copywriters’. 
– Control those clichés, please. 
– Move the biographical info into a separate biographical note with author pic alongside, which could go either on the back cover set apart from the blurb or at the end of the blurb proper, or it could go inside the book (e.g. inside cover, in prelim pages or at the end).  
– Include the title of the book either above the blurb or in the first paragraph.
	2: – Watch those negatives. Try to recast as positive statements or questions: ‘Want to get your message across, achieve market targets and reach your readership? ... Accessible and punchy ...’ 
– Tune down the exclamations. One is sufficient. Three are excessive.
– Watch out for jargon. This is sounding a bit clichéd. 
– Short sentences are good for pace, but there are too many in the second paragraph. 
 
	3: 1. Reduce the number of points to maintain the reader's interest.
2. Correct the lack of parallel structure within the list.
3. Try to keep points of similar length.
4. Make the punctuation consistent.  
5. Rework the order of the points for better logic and flow.  
	4: It's ambiguous as to whether the number of reprints and the print run refers to Ed Inhaus's book or Lynne Truss's book. If it refers to the latter, that information should be deleted. If it's this book, then that needs to be made clear. 
 
Query whether comparison to a punctuation guide is the best comparison that could be made or whether any comparison book is needed. If so, suggest finding an alternative comparison, related to writing marketing copy. 
 
Any book title should be set in italics or other form of design emphasis to indicate it's a title.  
 

	AC-1: Q 6.4(b) continued: (Duration of copyright) 
True generally, but other circumstances may apply, e.g.: 
– if the first publication, public performance occurs after the creator's death, then it is 70 hears from that date
– if the work is never published, copyright continues indefinitely
– if copyright expired before 2005, copyright is not revived where the creator had died 50 years before.
 
 
	AC-2: Q 7 continued: 
(other possible steps)
17. Organise photographs of senior staff as necessary well ahead of time. Liaise with PAs to find a time when almost all photographs can be taken in the same office on the same day. 
18. Begin search for appropriate illustrations from existing resources. If these are insufficient, develop list of images needed, brief photographer, and organise photo shoots of locations or projects with relevant staff. 
19. Start collating and editing as soon as you have sufficient material. 
20. Work with designer and relevant authors to decide on material which may need graphic or tabular presentation in order to make its meaning clearer to the report’s readers. 
21. Establish a style sheet. 
22. Set up a proofing and approval process e.g. send unformatted section drafts to relevant managers for approval; send approved sections to designer for formatting; check and proofread each section after designer input and resend to manager for second approval. 
23. Edit whole document for consistency in style, as well as length and detail of comparable sections. 
24. Prepare captions for images and have them checked (especially places, people and names) by someone who can sign off on their accuracy. If there is a digital version, prepare alt text for each image. 
25. Authorise printing after final signoff by CEO or nominee and proofreading by more than one person, including a proof check by you and designer. 
26. Make sure that everyone involved receives a personal thank you from you and a copy of the report as soon as possible.


