
MEMORANDUM 
 
To:  Dr. Keith Grant-Davie 
From:  Amanda Butler 
Date:  March 26, 2012 
Subject: Editing Exercise 
 

For my editing exercise, I performed a comprehensive edit on Utah State 
University’s information regarding “Utah Alcohol, Tobacco and Drug Laws.” 
 

Minimal copy editing was required.  I made minor changes to punctuation and 
capitalization, as this was required in order to transfer the information into tables and lists.  
The major problem with this document is that it was not organized very well.  It required 
comprehensive structural editing.  Below, I’ve described the problems with the document’s 
organization, as well as my solutions and the reasoning behind them. 
 

All of the different types of controlled substances were together in one long list. 
I broke the list into sections with headings for general controlled substances, tobacco, and 
alcohol.  This makes it easier for readers to find the information that is relevant to them.  If 
a student is only concerned with reading about alcohol, the headings will make it possible 
to find that information more quickly. 
 

One version of this document included health risks associated with the use of 
alcohol and tobacco.  I added this information to the document.  This information was 
presented in long paragraphs at the end of the original document.  I broke it up into 
bulleted lists to make the information easier to read, and placed it before the legal 
information in the sections for alcohol and tobacco.  Adding information about health 
concerns provides a more complete picture of the damaging effects that substance abuse 
can have on one’s life. 

I added the health risks of tobacco and alcohol use as bulleted lists before the tables 
containing laws and penalties.  The information about health effects seemed slightly more 
important than the legal information.  While many substance abusers may be able to avoid 
legal ramifications of their actions, substance abuse nearly always causes health or medical 
problems.  In creating the lists, I started with by listing the most common and life-
threatening health problems first.  Cancer and heart/lung disease are among the leading 
causes of death in the US (see http://www.cdc.gov/nchs/fastats/lcod.htm). For 
consistency, I listed cancer first, followed by cardiac and respiratory problems, then other 
health problems. 

 
A long, non-bulleted list was not the most effective way to present the information.  

Using a combination of bulleted lists (for listing health effects) and tables (for listing laws 
and penalties) makes it easier for readers to find information that is of interest to them. 

 
The list lacked order.  Laws and penalties were listed randomly.  After breaking the 

document into sections by type of controlled substance, I broke the sections down further 
into types of offenses.  I listed each offense and its corresponding penalty in a table, and 

Comment [KGD1]: Indeed! 

Comment [KGD2]: Good point, and the 
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health pages. 

http://www.cdc.gov/nchs/fastats/lcod.htm


grouped similar offenses together under table headings.  This provides clarity and 
organization.   

The first section, general controlled substances, was broken down into the following 
types of offenses: 

 Minors 
 Misrepresentation 
 Sale, distribution, and possession 
 Imitation controlled substances 

The second section, tobacco, only had one type of offense: Minors. 
The third section, alcohol, was broken down into the following types of offenses: 

 Minors 
 Public intoxication 
 Sale and supply to intoxicated persons 
 Motor vehicles 

o DUI categories 
Because many college students are under the age of 21 or 19, I listed offenses 

related to minors first, so these people would be aware of the legal consequences 
associated with substance abuse for their age group. 
 

There was a lack of consistency and clarity throughout the document, particularly in 
the information regarding DUIs.  Some of this content was presented in a bulleted list, while 
elsewhere it was presented in long, confusing paragraphs. 

I broke the DUI information down into types of DUIs in the offense column, and 
associated penalties for each type in the penalties column.  The types of DUIs are as 
follows: 

 First DUI conviction 
 DUI with minors in the vehicle 
 DUI resulting in injury 
 DUI resulting in death 
 DUI with high BAC, or DUI with a drug other than alcohol 
 Second or third DUI conviction within six years of first 

I presented the penalties associated with these offenses in bulleted lists, as long as there 
were at least penalties.  Breaking this information out of long paragraphs and presenting it 
in a consistent style made it easier to read. 

 
I re-titled the document to include the health-related component of the information.  

The new title, “Controlled Substances:  A Guide to Health Risks and Utah Laws,” more 
accurately describes the document’s content. 

 
There were several instances where asterisks (*) were used, but the explanation for 

them is not provided for them until the last page.  I moved the corresponding relevant 
information to the same page as the asterisks so it would be easier for readers to find. 
 

I rephrased some sentences that were confusing, and removed redundant information.  
The original document contained a sentence about spending a specified period of time “in 
jail in the drunk tank.”  This sounded redundant and confusing, so I changed it to read “in 
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jail.”  The information about DUIs discussed prior DUI convictions within the past 6 years 
twice.  I removed the first mention of prior DUI convictions and listed the associated 
penalty information with the penalties for second and third DUI convictions within 6 years. 

 
I also added the phone number, with area code, for the USU Student Health and 

Wellness Center.  This number was only included in the version of the document containing 
the information about health risks. 

 
In addition to breaking most of the information into lists and tables, I added a short 

introductory paragraph before each list and/or table.  This helps to tie all of the 
information together.  These changes have made the document much clearer and easier to 
follow.  The addition of information about health risks provides a clearer picture of the 
dangers associated with substance abuse.  Making sure to include the phone number for 
USU’s Student Health Center could provide a source of help for students who are struggling 
with substance abuse. 
 
 
Attachments: 
Copymarked “Before” document (CopymarkedOriginalAB.pdf) 
A description of the structural editing process (StructuralEditingAB.docx) 
Style sheet (StyleSheetAB.docx) 
Letter of transmittal (TransmittalLetterAB.docx) 
Edited final document (ControlledSubstancesAB.docx) 

Comment [KGD4]: I’m a fan of brief 
introductory passages that orient readers. 

Comment [KGD5]: Good job, Amanda! You 
went far beyond the revisions that my undergraduate 

students made to this document.  
 

I was impressed with your colored construction 

paper method of working out the organization. 
Sometimes there’s no substitute for spreading the 

document out on the floor and moving parts around.  

 
Your style sheet is impressive, too, though it may 

have rather more detail than you need on such a 

document. Some of the notes seemed specific to 
particular parts of the document. Style sheets record 

recurring editorial decisions. 

 
I’ve made a few comments in the margins of your 

revised version, but overall this is a greatly-

improved document. 25/25 


