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How to Mark Up and Submit a Standard for Revision 

 

1. Scope 

This document outlines the steps for marking up and submitting a Seattle City Light 
(SCL) standard for revision. Types of markups, editing conventions, and the mechanics 
of submission are discussed.  

2. Application 

This document is directed at users of Seattle City Light standards who wish to submit 
corrections or additions to published SCL standards.   

3. General Discussion 

Standards routinely receives requests to make corrections or additions to our published 
documents. Requests often vary widely in their completeness and clarity. To help ensure 
that such requests are addressed quickly and efficiently, we have outlined the main 
points of submitting such requests in the following sections. 

4. Markup Conventions 

Requests to change the content of a published SCL document may involve corrections, 
deletions or additions to data or instructions in text, figures or tables. Please follow the 
following instructions when submitting a document for revision: 

 Use the most current version of the document. The current published version can be 
accessed via the Standards Library at: www.seattle.gov/light/engstd/ 

 Refer to specific sections, figures or tables when making a request; or mark up the 
standard directly (either by hand or via pdf).  

 Use standard proofreader's marks if possible. Refer to Figure 4. Standards will gladly 
accept markups not employing such marks. 
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Figure 4. Proofreaders' Marks 

 
For a complete list of proofreaders' marks, please refer to the Chicago Manual of Style at 
www.chicagomanualofstyle.org/tools_proof.html. 

5. Mechanics of Submission  

Edits may be submitted via hard copy or email. See Appendices A and B for examples of 
each.  

Submit request to the appropriate standards coordinator. Each member of the Standards 
team is assigned a technical area of responsibility. Contact SCL's standards supervisor if 
you are unsure which coordinator to contact. 

Include with your request the following items: 

 Your name and phone number. 
 The reason for the change. 
 A marked-up document or include text in the body of the email that refers to the 

specific section, table or figure within the document.   
 Standard proofreaders' marks to help insure clarity (preferred, but  

not required). 
 Reference the current published version of the standard or stock  

catalog page.  

See Appendix C for stand-alone checklist. 

6. Request Processing 

All revision requests will be reviewed and validated by the standards coordinator and 
approved by the standards supervisor prior to re-publishing to the Standards Library.  

Visit our online library to view re-published version. 

7. Sources  

Shipek, John; Standards Supervisor and subject matter expert for 0010.07 
(john.shipek@seattle.gov) 

Vanderpool, Laura; Standards Technical Writer and originator of  0010.07 
(laura.vanderpool@seattle.gov) 

mailto:john.shipek@seattle.gov
mailto:laura.vanderpool@seattle.gov
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Appendix A. Handwritten Markup Example 
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Appendix B. Electronic Markup Example 
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Appendix C. Submission Checklist 

Standard Revision Submission Checklist 

 Include your name and phone number. 

 Cite the reason for the change. 

 Provide a marked-up document or include text in the body of the email that refers to 
the specific section, table or figure within the document. 

 Employ standard proofreaders' marks to help insure clarity (preferred, but  
not required). 

 Refer to the current published version of the standard or stock catalog  
page referenced.  


