
SAGE Journals Copy-editing Expectations 
 

SAGE has the following expectations with regard to copy-editing: 
1. Review articles to be sure that all of the required elements are included. 
2. Check the Word style tags applied during clean-up/pre-editing and correct as necessary. 
3. Copy-edit for grammar, spelling, punctuation, consistency and editorial style. 
4. Query authors for missing information and clarification as needed. 
 
The following list outlines in greater detail SAGE’s expectations with regard to copy-editing: 
 
• Check article files to be sure that all elements are present and complete – including, but not 

limited to article title, running heads, copyright information, author name(s), affiliation(s), 
abstract, keywords, corresponding author e-mail and postal address, main body of text, 
tables, figures, end matter (e.g., acknowledgements, disclosure statements), endnotes, 
appendixes, glossary and references. Query authors for any missing information. 

• Check to be sure that the article title and author name(s) match the author’s original.              
Update any misspellings or other errors in SMART. 

• Check the Word style tags applied during clean-up/pre-editing. Make corrections as needed. 
• Ensure adherence to editorial style in text, tables, figure/table captions, and 

citations/references – including treatment of numbers, capitalization, italics, statistical 
reporting, punctuation and other style preferences outlined in the SAGE UK Style Guide or 
individual journal style guide. 

• Address grammatical issues such as subject–verb agreement, incomplete sentences, 
awkward phrasing, missing or incorrect prepositions, and extra or missing words. Query 
authors about unclear language and incomplete sentences. 

• Change standard misuses (e.g., which/that, since/because, while/although or whereas). 
• Ensure proper punctuation 
• Address inconsistencies in parallelism and sequencing (i.e., lists). 
• Ensure consistent treatment with regard to capitalization, spelling, punctuation, and word 

usage in running heads, article titles, author names and affiliations, article text and             
end matter. 

• Address matters of consistency between elements (i.e., between text and figures/tables, 
including captions, and citations and references). Query authors as needed. 

• Define non-standard acronyms and abbreviations at first mention in the abstract, in text, and 
in each table and figure. Query authors as needed. 

• Verify that each figure and table is mentioned in the text. Query author for table and figure 
call-outs as needed.  

• Check whether the values provided by the author appear correctly in tables. 
• Validate references styling, including capitalization, roman versus italic, and spacing. 
• Check for ambiguous terms in text (e.g., +/- stands for ±).  
• Ensure proper capitalization in headings, according to correct editorial style. 
• Query authors about possible permission issues (e.g., reprinted material). 
• Confirm that the number of tables and figures listed in SMART is accurate. Contact the PE to 

update this information prior to typesetting, as needed. 
 
SAGE does not expect the following to be addressed at the copy-editing stage: 

 
• Page layout and design 
• Fact checking 
• Accuracy of data or math 
• Accuracy of references 
• Content editing 
• Rewriting 
• Extensive language editing for non-native English-language speakers 
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