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INSTRUCTIONS 
IN-HOUSE     OUTSOURCE      EMPLOYED       INTERNSHIP 

Editing Department 

 FOR EDITORS/PROOFREADERS 

 

“These instructions ensure accurate tracking, delegation, and payment 

for all editing/proofreading-related work products.” 

 

• Record each manuscript assignment on the numbered lines (1–10) in the table above. Enter the 

Book ID Number (ASAPCID) accordingly.  

• Assignment Delegated - means you, the assigned worker (Primary 1), have delegated your work 

to someone else to perform (Secondary 2). You still will be responsible for the work performed, 

as well as whatever agreed-upon payment you decide to give that individual in the Editing 

Department.  

o IMPORTANT: You are assigned as an editor and proofreader – If you can only perform 

one or the other and delegate the task, then the payment of the work product will be 

equally shared. 

o Note 1: This often takes place when you have a workload that has timelines or deadlines 

that can’t be met, and you need some relief from the workload itself. 

o Note 2: A publisher that delegates the work product (project) to a specific person in the 

Editing Department or gives the responsibility to the Editing Manager to designate an 

editor/proofreader, in accordance with the publisher’s contract;  

▪ It is an automatic duty and responsibility for a publisher to turn the work over to 

an editor/proofreader or Editing Department Manager.  

▪ The only time a publisher receives editing/proofreading pay is if it is either (1) 
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shared, (2) turned over to the publisher due to editing/proofreading negligence, 

or (3) performed by the publisher himself or herself. 

• Assignment Shared - means if you are working together with another associate who works for 

ASA Publishing Corporation, like a publisher or another editor/proofreader. Payment will be 

divided equally between them. 

• Number of Pages “After” Publication - means after the book is completed and published, count 

the final number of pages (often displayed on booksellers’ websites). 

• Once you have your exact published page count, multiply that amount by $0.65 per page, as 

indicated. Note: This payment amount is standard and is to be adjusted if needed in the 

Administrative section accordingly, and in accordance with the editing contract. 

• If the work product is completed but not cleared yet, then place a checkmark (✓) in the 

“Completed” column. 

• Date Cleared – Needs to be entered if the assignment has already been reviewed and approved 

for payout. Always check with your publisher, even if the manuscript/book has not been 

published, at least you would know with assurance that the work you performed has been 

approved by a publisher, not by the client, even if the client approves. The responsibility will 

always be in the hands of the reviewing publisher. 

o Note: If performance is poor and the publisher approved it, and the negligence is 

discovered, the work product will not be returned to that same editor/proofreader for 

repairs in accordance with the editing contract, and that publisher becomes subject to 

any disciplinary actions due to the position that was given in accordance with the 

publishing contract. 

• Work Product (Project) Assigned To - Ensure your name and position are filled out as the party 

responsible for payment.  

• Payment Due, Reduction Cost, Reason, Balance Owed, and Balance Paid – An Administrative 

staff member will complete the fields in the section labeled Administrative Official Use Only, 

which corresponds to the same task numbers listed above. 

• The “actual” online form can be submitted at the end of each 30-day publishing cycle or each 

completed project, or set of projects, for accurate tracking and payment processing.  

• Location: www.asapublishingcorporation.com/humanresource under Editing Team. 

 

 

Corporation will prepare and report a 1099 for any payment received by the Associate in excess of the current IRS guides of $600/year. ASA 

Publishing Corporation will report payments to the IRS on a “cash basis” in that ASSOCIATE will only have to claim (report to the IRS) if ASA 

Publishing Corporation actually issues a money order/check  to the ASSOCIATE for payment for services provided. 

http://www.asapublishingcorporation.com/humanresource

