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Building Proofreading Skills Allyn & Bacon
This comprehensive guide will prepare candidates for the
test in all 50 states. It includes four complete practice exams,
a real estate refresher course and complete math review, as
well as a real estate terms glossary with over 900 terms, and
expert test-prep tips.
The Pocket Book of Proofreading Lulu.com
Every company is moving. But most are moving in a hundred different
directions. In contrast, fast-lane companies apply intense management
discipline to drive their organizations in One Direction. Dave Ramos,
the CEO of SHIFTPOINTS, studied over 300 companies, interviewed
over 100 Chief Executive Officers, and he came to One Conclusion:
Alignment is the Ultimate Competitive AdvantageTM! Harvard
Business School professors Robert S. Kaplan and David P. Norton
confirm this idea, "Alignment, much like the synchronism achieved by a
high-performance rowing crew, produces dramatic benefits."This book
contains over fifty case studies about fast-lane companies including
Amazon, Tesla, Netflix, and more. It presents a comprehensive
methodology that will help your company unleash the accelerating
power of alignment.So, is everyone in your organization driving in One
Direction?
Drive One Direction John Wiley & Sons
Because so many first-year writing students lack the basic skills the course
demands, reading specialist McWhorter gives them steady guidance
through the challenges they face in academic work. Successful College
Writing offers extensive instruction in active and critical reading, practical
advice on study and college survival skills, step-by-step strategies for writing
and research, detailed coverage of the nine rhetorical patterns of
development, and 61 readings that provide strong rhetorical models, as
well as an easy-to-use handbook in the complete edition. McWhorter’s
unique visual approach to learning uses graphic organizers, revision
flowcharts, and other visual tools to help students analyze texts and write
their own essays. Her unique attention to varieties of learning styles also
helps empower students, allowing them to identify their strengths and
learning preferences. Read the preface.
Handbook for Proofreading Learning Express (NY)
Systematic, practical, complete — an essential resource for anyone
who works with words Proofreaders are like goalkeepers: the last
line of defence against mistakes that slip past their hard-working
teammates. While proofreading is obviously not the only important
job in the writing process, it is a necessary one — last, but definitely
not least. The best proofreaders know that efficient and precise
proofreading requires more than grammatical and mechanical
expertise. It requires focus, sensitivity, self-awareness, almost
saintly patience, and — importantly — a thorough understanding of
the core responsibilities and processes of the proofreader. To be a
great proofreader, you need to learn to think like one. Last But Not
Least takes you beyond the basics of punctuation and grammar and
into the nuts and bolts of how proofreaders think and work. This
combination reference and workbook is a go-to guide for novice
proofreaders and seasoned professionals alike. Includes grammar
and punctuation primers, as well as 25 exercises to sharpen your
skills.
The Blue Book of Grammar and Punctuation Maize
Books
Expert advice to perfect your proofreading skills
McGraw-Hill’s Proofreading Handbook helps ensure
that your documents are letter-perfect, every
time. Veteran editor and proofreader Laura
Anderson arms you with all the tools of the
proofreader’s trade and walks you step-by-step
through the entire proofreading process.

Powerful Proofreading Skills Lioncrest
Publishing
Proofreading all written material, from
business memos to term papers to bestselling
books to printed ad pieces.
Proof-reading South Western Educational Publishing
The Copyeditor’s Workbook—a companion to the
indispensable Copyeditor’s Handbook, now in its
fourth edition—offers comprehensive and practical
training for both aspiring and experienced
copyeditors. Exercises of increasing difficulty
and length, covering a range of subjects, enable
you to advance in skill and confidence. Detailed
answer keys offer a grounding in editorial basics,
appropriate usage choices for different contexts
and audiences, and advice on communicating
effectively with authors and clients. The
exercises provide an extensive workout in the
knowledge and skills required of contemporary

editors. Features and benefits Workbook challenges
editors to build their skills and to use new
tools. Exercises vary and increase in difficulty
and length, allowing users to advance along the
way. Answer keys illustrate several techniques for
marking copy, including marking PDFs and hand
marking hard copy. Book includes access to online
exercises available for download.

Last But Not Least Independently Published
As the title states, this book is designed
to be easy to use for all writers. It
offers straightforward, practical
guidelines for editing, without getting
into the weeds of advanced English grammar.
You will find no loftier technical
grammatical terms here, such as present
perfect progressive, correlative
conjunctions, imperative mood or
interrogative adjective. However, much of
the advice in this book is not to be
written in stone. English is a flexible
language, and writing a creative calling.
As you will see, there are many acceptable
ways for writers to express themselves.
What you will find in this book is: --How
to avoid the most common errors of grammar
and spelling. --How to spot typographical
and factual errors. --Understanding the
styles of print and online media. --How to
make your writing more exciting and
dynamic. --And improving your odds of
having your work published. The goal of
this book is simple—to put the odds on the
writers’ side; to increase your chances of
being published or finding success as a
reporter, feature writer, novelist,
freelance writer, blogger, Web developer,
Web editor, communications consultant,
advertising copywriter, speechwriter or
public relations consultant—in fact,
anything involving the written word.
Making Sense of 'Show, Don't Tell' McGraw Hill
Professional
Can you catch mistakes in your own writing? Can
you identify and correct common writing errors?
Would you like to become an effective proofreader
for personal growth or profit? Before you write a
book, launch a business or start a side-hustle,
you must learn to produce error-free writing.
"Proofreading Power: Skills & Drills" provides
essential rules, guidelines and tips to quickly
boost your editing prowess. Train your eye to
catch mistakes in the smallest of details with
practical exercises on grammar, mechanics, usage,
punctuation and spelling. Try your hand at
correcting everyday writing samples, such as essay
responses, job descriptions, business letters, and
blog articles.
MLA Style Manual and Guide to Scholarly Publishing
McGraw-Hill Companies
Each year writers and editors submit over three
thousand grammar and style questions to the Q&A
page at The Chicago Manual of Style Online. Some
are arcane, some simply hilarious—and one editor,
Carol Fisher Saller, reads every single one of
them. All too often she notes a classic author-
editor standoff, wherein both parties refuse to
compromise on the "rights" and "wrongs" of prose
styling: "This author is giving me a fit." "I wish
that I could just DEMAND the use of the serial
comma at all times." "My author wants his preface
to come at the end of the book. This just seems
ridiculous to me. I mean, it’s not a post-face."
In The Subversive Copy Editor, Saller casts aside
this adversarial view and suggests new strategies
for keeping the peace. Emphasizing habits of
carefulness, transparency, and flexibility, she
shows copy editors how to build an environment of
trust and cooperation. One chapter takes on the
difficult author; another speaks to writers
themselves. Throughout, the focus is on serving
the reader, even if it means breaking "rules"
along the way. Saller’s own foibles and
misadventures provide ample material: "I mess up
all the time," she confesses. "It’s how I know
things." Writers, Saller acknowledges, are only
half the challenge, as copy editors can also make

trouble for themselves. (Does any other book have
an index entry that says "terrorists. See copy
editors"?) The book includes helpful sections on e-
mail etiquette, work-flow management,
prioritizing, and organizing computer files. One
chapter even addresses the special concerns of
freelance editors. Saller’s emphasis on
negotiation and flexibility will surprise many
copy editors who have absorbed, along with the dos
and don’ts of their stylebooks, an attitude that
their way is the right way. In encouraging copy
editors to banish their ignorance and
disorganization, insecurities and compulsions, the
Chicago Q&A presents itself as a kind of alter ego
to the comparatively staid Manual of Style. In The
Subversive Copy Editor, Saller continues her
mission with audacity and good humor.

The Scribe Method Createspace Independent
Publishing Platform
Features a selection of passages of text
for correction by pupils - each with a
punctuation, grammar, spelling and
vocabulary focus. This title provides a
variety of fiction and non-fiction writing
genres, including legends, traditional
poems, instructions, persuasive writing and
reports. It includes teachers notes,
answers and curriculum links.
New Hart's Rules William Robert Critchley
Teaches students to learn and use basic
proofreading techniques.
Proofreading Power Everything
The 10-Hour Series provides solid information
when it's needed, where it's needed. The
series utilizes the Internet to bring users
closer to today's technology for research and
instruction. The instructional design of these
books is brief, uncomplicated, and requires
little or no instructor intervention. The
activities at the end of each lesson allow
users to work with skills they've just
learned. A positive impression is more
important now than ever. Convey such an
impression with error-free, clearly expressed
documents by learning how to proofread at the
computer. In ten brief lessons, users will
learn to proofread comparatively, proofread in
a team, check for consistency, use word
processor spelling and grammar-check features,
and proofread statistical information.

Proofreading of Galley Proof University of
California Press
This is a guide to freelance proofreading
and copy-editing, with examples of proof
correction marks and exercises with
corrections supplied.
Help with proofreading Ten Speed Press
There are plenty of books and movies about
what different soldiers experienced in war
- but few grind out the details of why they
do it. Sons of the Flag brings together the
veterans from each of the American wars
from WWII to the present and the veteran
firefighters of 9/11 who served during the
greatest attack on American soil. Each
contributor tells precisely why they do
what they do - putting country and
brotherhood before their own safety.
Weaving their chapters together, author
Ryan "Birdman" Parrott, an American
veteran, shares the journey that led from
being a self-described screw-up to becoming
the visionary and leader of Sons of the
Flag, an organization dedicated to burn
survivors. The contributors associate key
moments in their lives that impacted them
forever in putting their brothers to the
right and left before themselves. Parrott
asks readers to imagine a country where all
citizens were as dedicated as these men in
serving their fellow Americans.
Good with Words SAGE
Click here to find out more about the 2009
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MLA Updates and the 2010 APA Updates.
Reading specialist Kathleen McWhorter
understands that students are often lacking
in the skills they need to succeed in the
first-year writing course and need a text
that doesn’t assume they have mastered all
the basics. Successful College Writing
meets students where they are, offering
extensive instruction in careful and
critical reading, practical advice on study
and college survival skills, step-by-step
strategies for writing and research,
detailed coverage of the nine rhetorical
patterns of development, and 64
professional and student readings that
provide strong rhetorical models, as well
as an easy-to-use handbook in the complete
edition. McWhorter’s unique visual approach
to learning uses graphic organizers,
revision flowcharts, and other visual tools
to help students analyze texts and write
their own essays. Her unique attention to
varieties of learning styles also helps
empower students, allowing them to identify
their strengths and learning preferences.
Free Variation in Grammar John Wiley & Sons
This book provides you with all the tools you
need to write an excellent academic article
and get it published.
Copyediting and Proofreading For Dummies
Macmillan
The Copyeditor's Handbook is a lively,
practical manual for newcomers to publishing
and for experienced editors who want to fine-
tune their skills or broaden their
understanding of the craft. Addressed to
copyeditors in book publishing and corporate
communications, this thoughtful handbook
explains what copyeditors do, what they look
for when they edit a manuscript, and how they
develop the editorial judgment needed to make
sound decisions. This revised edition reflects
the most recent editions of The Chicago Manual
of Style (15th ed.), the Publication Manual of
the American Psychological Association (5th
ed.), and Merriam-Webster's Collegiate
Dictionary (11th ed.).
The Subversive Copy Editor Macmillan
Calculus Made Easy by Silvanus P. Thompson and
Martin Gardner has long been the most popular
calculus primer. This major revision of the
classic math text makes the subject at hand
still more comprehensible to readers of all
levels. With a new introduction, three new
chapters, modernized language and methods
throughout, and an appendix of challenging and
enjoyable practice problems, Calculus Made
Easy has been thoroughly updated for the
modern reader.
Lecture-free Teaching Incentive Publications
Ever send out an embarrassing, costly, typo-
filled, business letter? Now, this practical
book is here to help. Each section contains
exercises and activities that strengthen your
proofreading skills and eliminate errors and
inaccuracies from your documents.
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