
Setting Time
to Plan

other ways to help

Take Time Off

Efficient

Substantive Copyediting

Do Your
Best

Do Your
Best

Don’t forget that you
can’t avoid mistakes.

Just do your best!

Take a SecondTake a Second

Editing Process
the anxious

communicator

Kate Runy

Precise

Easy-to-use

Practical

Good checklists

when you make a  mistake

Put it in
Perspective 

Put it in
Perspective 

Take Action
to Remedy

Take Action
to Remedy

Assess what
happened and then
put systems in place
to reduce the chance
of it happening again. 

Apologize
& Notify

Apologize
& Notify

Admit that you made a
mistake and apologize
appropriately. Notify

anyone affected by the
mistake.

Most mistakes aren’t life and
death. Reframe your mistake

an opportunity to learn.

Allow yourself to feel the
emotion for a few minutes

before moving forward.
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