What matters should a copy-editor or sub-editor consider during editing a news story (Responsibilities of a copy-editor) 
Of all the copyeditor’s duties, editing for accuracy is probably the most important. A newspaper that is inaccurate soon loses its credibility. The copyeditor’s responsibilities during editing a copy include:
1. Ensuring accuracy
2. Trimming unnecessary words
3. Protecting and polishing the language
4. Correcting inconsistencies
5. Making the story conform to style
6. Eliminating libelous statement
7. Eliminating passage in poor state
8. Making certain the story is readable and complete.

Ensuring accuracy
This is perhaps the most important thing in editing a copy. Presentation of wrong information could be damaging for a news organization. Copy-editors ensure accuracy by questioning reporters and fact-checking. Official website of an organization can be a reliable source to check facts of that organization.  To check correct spelling of DIU’s Vice-Chancellor’s name, a copyeditor will visit DIU’s website, not Wikipedia or other different sites.  
Trimming Unnecessary Words
Copyeditor will remove unnecessary words from copies written by reporters. If an event is very interesting, it’s enough to say “interesting.” Very is not necessary here. In totally destroyed, “totally” is unnecessary. 
Correct use of Language
This is done by ensuring correct use of grammar in the copies. Copy-editor will take care of appropriate use of preposition, article, tenses and punctuations etc. For example, “In a case, Rahat Ali was accused for corruption.”  Here, the appropriate preposition will be of, not for. So, the correct version will be: “Rahat Ali was accused of corruption.”  Maruf has did a great job by helping the poor in his locality. The correct form of verb will be done, as the sentence is written in present perfect tense.
Removing Inconsistencies
 The ability of a copy-editor to find inconsistencies and correct them is regarded as outstanding. For example: Humayun Ahmed died on 12 July, 2012 at the age of 80 years. He was born in 5 April, 1948. The date of birth and date of death are not consistent with the age written. Mistakes could be with any of the facts given. Asking reporter for clarification and looking for various reliable sources can help a copyeditor remove such inconsistencies.
Following House-style
The copyeditors will follow respective house-style in spelling of a word, use of language and other relevant issues.  If the house follows British English, the copyeditor will use that style. For example, organization is US English while the organisation is British English.     
       Eliminating libelous statements:
 If there is any speech in a story that could hurt the dignity of a person, copyeditor should be cautious of it. If a story contains details about what happened during a rape with name of the victim, such statement should be removed.
       Finally making sure that the story is readable and complete:
      The copy-editor will ensure that the copy is finally readable and complete, and the readers        can understand it.
###

The characteristics or qualities of a well-edited copy

We can call a copy well-edited when 
1. It’s precise
2. It’s clear and simple
3. It has variation in sentences
4. It has transitional words 
5. It appeals to the readers


Precise:
We can call a story precisely written if the words are used in correct manner. Being precise is being accurate and exact in expression of details. Precise writing mainly aims to convey information. This is not like a novel or short story in literature where stories are told in dramatized way. In journalism, there is no scope of dramatization of facts. This is just conveying the information, no other details. News media have limitation of space. Precise writing is also important to save space. It is called economical use of words. Wordy or long sentences can get readers bored. On the other hand the economy or short sentences provide comfort to readers. 
For example: 
Wordy: Smith says he has a great deal of respect for his friends
Economy: Smith says he greatly respects his friends.

Clear and simple:
Sentences should be clear and simple. A popular message in journalistic writing is “Keep it simple.” Sentences also need to correct in grammar so that readers understand well. Wrong sentences sometimes mislead readers. Short sentences should be preferred. Simple and reader-friendly words should be used. Long and unfamiliar words should be avoided. Harold Evans, a famous editor, says:
“Every word must be understood by the ordinary reader, every sentence must be clear at one glance, and every story must say something about people. There must never be a doubt about its relevance to our daily life. There must be no abstractions.”
Variation in sentences
Use of same types of sentences can get readers bored. So sentences should be different in length and types. Use of different types of sentences like active and passive should be considered. Use of same words to describe a thing can also be boring. Use of synonyms is a better way to describe a thing. For example: We plan a visit to London next month. We love the British capital. (British capital is used here instead of London.)
Transitional words 
Use of transitional words helps readers to understand of the links of the sentences. The words like “Meanwhile”, “However”, “On the other hand” etc. Such devises make story comprehensible and readers-friendly. Readers can easily relate the facts and get the information well in the story. 
It appeals to the readers
If a story doesn’t appeal to the readers, it will lose its value. The story will fail to make readers take action. If so, the purpose of the news will not be achieved. Appeal of a news story is therefore very important. Use of sharp and descriptive words makes the story appealing to readers. ###
(This has been prepared from the book “The Art of Editing”, author: Floyd K Baskette et al)
Headlines

The headline is the text which gives readers a complete idea about the article. It comes on top of the story. Headline has several important functions. They are discussed below:

The Functions of an Effective Headline 
1. To grab the readers’ attention.
2. Summarizes  the story
3. To pre-screen or select your readers.
4. Draw a reader into the story.
5. Set the tone of the newspaper
6. Provides typographic relief
A headline should grab the readers’ attention.

A headline’s best tools for getting attention are to appeal to the reader’s self-interest or to give news. A reader is always searching for something. The headline will satisfy the reader’s interest to draw attention.

News is also effective, as it is something exciting and new. News headlines use words that will draw attention of the readers.

A headline summarizes the story

The headline summarizes the whole story in few words. Headlines will help readers get a complete message without reading the story. The busy readers want to learn the main thing of an event without reading the story. For example, “Thousands of Haor people suffer in floods” deliver a complete message. Without reading the story, we understand that the people in Haor areas are affected by floods. 


A headline should select your readers

The headline needs to be specific enough to screen your viewers. It needs to tell the reader if the article is for them. For example, a headline like “Westin Hotel celebrates Turkish food festival” will attract the readers only who have interest in Turkish foods. Headlines will help readers to select stories of their interest only. By reading headlines, the readers can easily skip stories which are not of their interest. 

A headline should draw a reader into the story.

The ways to draw someone a story usually involve humor, intrigue or the desire to find out more curiosity. This can be done by asking a question or by making a promise of useful information.

The very effective: “Top 10 tips for getting rich” style headlines. Almost all want to have wealth and money. So people will easily be attracted to go into details. The story will help readers with practical advices about how to become rich.

Headline sets tone of the news

Headlines tells about a story that if it’s serious or not serious or something else. Headlines set the tone of news.

Provides typographic relief

The large fonts of headlines give readers a relief from typography. It gives readers comfort in reading newspaper.

So, there is a lot that can be accomplished with a headline. Headlines play a very crucial role in news. Headlines sell news. ###


Others

Bifocal mind:

This is one of the qualities of a sub-editor. When a sub-editor corrects grammatical errors, improve language and make the story concise, he or she will also be careful about the information given. Although sub-editors work in office, he or she can also be able to visualize the spot where the incident took place. It means his or her mind will travel from the office to the spot. It helps sub-editors understand the facts and find any mistakes in information. This quality is compared with bifocal lens of glasses. This is called bifocal mind of sub-editors.

News Value

An event is considered to be news on the basis of some criteria. These criteria help the editors judge the importance of news. This is also called news worthiness. The news value can vary from place to place and from culture to culture. Floods in Bangladesh have greater news value for Bangladeshi news media than floods in India. This is because of proximity. Besides, bad news is more newsworthy than good news. People like bad news more than good news. The new things have greater news value than older ones. This is called timeliness.

News Chemistry

An event is published as news if it has at least one of news elements. News elements include proximity, fame, timeliness, conflict etc. If an event has two news elements will be bigger news than that with only element. The combination two elements or more add the new value to the event. This is called chemistry of news elements as it happens when hydrogen and oxygen produce new thing : water.    

(Prepared by Anayetur Rahaman, using different sources including the book “The Art of Editing by Baskette et al)
