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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 Bl ue Book of G anmar and Punctuation Mize
Books

Expert advice to perfect your proofreading skills
MG awHi | |’s Proofreadi ng Handbook hel ps ensure
t hat your docunments are letter-perfect, every
time. Veteran editor and proofreader Laura
Anderson arnms you with all the tools of the
proofreader’s trade and wal ks you step-by-step

t hrough the entire proofreadi ng process.

Power ful Proofreading Skills Lioncrest
Publ i shi ng

Proofreading all witten material, from

busi ness nmenos to term papers to bestselling
books to printed ad pieces.

Proof -readi ng South Western Educati onal
The Copyeditor’s Wrkbook—a conpanion to the

i ndi spensabl e Copyeditor’s Handbook, now in its
fourth edition—effers conprehensive and practical
training for both aspiring and experienced
copyeditors. Exercises of increasing difficulty
and |l ength, 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 audi ences, and advi ce on communi cati ng
effectively with authors and clients. The

exerci ses provide an extensive workout in the
know edge and skills required of contenporary
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editors.

Publ i shi ng

editors to build their skills and to use new
tools. Exercises vary and increase in difficulty
and length, allow ng users to advance al ong the
way. Answer keys illustrate several techniques for
mar ki ng copy, including marking PDFs and hand
mar ki ng hard copy. Book includes access to online
exerci ses avail able for downl oad.

Last But Not Least |ndependently Published
As the title states, this book is designed
to be easy to use for all witers. It

of fers straightforward, practical

gui delines for editing, wthout getting
into the weeds of advanced English grammar.
You will find no loftier technical
grammatical ternms here, such as present
perfect progressive, correlative

conj unctions, inperative nood or

I nterrogati ve adjective. However, nuch of
the advice in this book is not to be
witten in stone. English is a flexible

| anguage, and witing a creative calling.
As you w |l see, there are many acceptable
ways for witers to express thensel ves.
What you will find in this book is: --How
to avoid the nost conmmon errors of granmar
and spelling. --How to spot typographi cal
and factual errors. --Understanding the
styles of print and online nedia. --How to
make your witing nore exciting and
dynam c. --And inproving your odds of
havi ng your work published. The goal of
this book is sinple—+o put the odds on the
witers’ side; to increase your chances of
bei ng published or finding success as a

reporter, feature witer, noveli st,
freelance witer, blogger, Wb devel oper,
Web editor, conmunications consultant,

advertising copywiter, speechwiter or
public relations consultant—+n fact,

anything involving the witten word.

Maki ng Sense of 'Show, Don't Tell' MG aw Hill

Pr of essi onal

Can you catch m stakes in your own witing? Can
you identify and correct comon witing errors?
Wul d you |like to becone an effective proofreader
for personal growh or profit? Before you wite a
book, launch a business or start a side-hustle,
you nmust learn to produce error-free witing.
"Proofreading Power: Skills & Drills" provides
essential rules, guidelines and tips to quickly
boost your editing prowess. Train your eye to
catch mstakes in the smallest of details with
practical exercises on grammar, nechani cs, usage,
punctuati on and spelling. Try your hand at
correcting everyday witing sanples, such as essay
responses, job descriptions, business letters, and
bl og articles.

MA Style Manual and Guide to Scholarly Publishing

Features and benefits Wrkbook chal | enges trouble for thensel ves.

MG aw Hi | | Conpani es

Each year witers and editors submt over three

t housand grammar and style questions to the Q%A

page at The Chi cago Manual of Style Online. Sone
are arcane, sone sinply hilarious—and one editor,

Carol Fisher Saller, reads every single one of
them Al too often she notes a classic author-
editor standoff, wherein both parties refuse to

conprom se on the "rights" and "wongs" of prose
styling: "This author is giving ne a fit." "I w sh
that | could just DEMAND t he use of the serial

comma at all tinmes." "My author wants his preface
to cone at the end of the book. This just seens
ridiculous to ne. | nean, 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. Enphasizing habits of
careful ness, transparency, and flexibility, she
shows copy editors how to build an environnment of
trust and cooperation. One chapter takes on the
difficult author; another speaks to witers

t hensel ves. Throughout, the focus is on serving
the reader, even if it means breaking "rul es”
along the way. Saller’s own foibles and

m sadventures provide anple material: "I nmess up
all the tine," she confesses. "It’'s how | know
things.”" Witers, Saller acknow edges, are only

hal f the chall enge, as copy editors can al so nake
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(Does any ot her book have
an index entry that says "terrorists. See copy
editors"?) The book includes hel pful sections on e-
mai | etiquette, work-flow managenent,

prioritizing, and organizing conputer files. One
chapter even addresses the special concerns of
freelance editors. Saller’s enphasis on
negotiation and flexibility will surprise nany
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 encouragi ng copy
editors to banish their ignorance and

di sorgani zation, insecurities and conpul sions, the
Chi cago Q8A presents itself as a kind of alter ego
to the conparatively staid Manual of Style. In The
Subversive Copy Editor, Saller continues her

m ssion wth audacity and good hunor.

The Scribe Method Createspace | ndependent
Publ i shing Pl atform

Features a sel ection of passages of text
for correction by pupils - each with a
punct uation, grammar, spelling and

vocabul ary focus. This title provides a

variety of fiction and non-fiction witing

genres, including | egends, traditional
poens, instructions, persuasive witing and
reports. It includes teachers notes,

answers and curriculumlinks.

New Hart's Rules WIliam Robert Critchley
Teaches students to |l earn and use basic

pr oof r eadi ng t echni ques.

Pr oof readi ng 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, unconplicated, and requires
[ittle or no instructor intervention. The
activities at the end of each |lesson all ow
users to work with skills they've just

| earned. A positive inpression is nore

i nportant now than ever. Convey such an
inpression with error-free, clearly expressed
docunents by learning how to proofread at the
conputer. In ten brief |essons, users wll

|l earn to proofread conparatively, proofread in
a team check for consistency, use word
processor spelling and granmar-check features,
and proofread statistical information.
Proofreading of Galley Proof University of
California Press

This is a guide to freel ance proofreadi ng
and copy-editing, wth exanpl es of proof
correction marks and exercises wth
corrections supplied.

Help with proofreading Ten Speed Press
There are plenty of books and novi es 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 fromeach of the Anerican wars
fromWNVI to the present and the veteran
firefighters of 9/11 who served during the
greatest attack on Anerican soil. Each
contributor tells precisely why they do
what they do - putting country and

br ot herhood before their own safety.
Weavi ng their chapters together, author
Ryan "Birdman" Parrott, an Anerican
veteran, shares the journey that led from
bei ng a sel f-descri bed screwup to beconi ng
the visionary and | eader of Sons of the

Fl ag, an organi zation dedicated to burn
survivors. The contributors associ ate key
nonents in their lives that inpacted them
forever in putting their brothers to the
right and left before thenselves. Parrott
asks readers to imagine a country where all
citizens were as dedicated as these nen in
serving their fellow Aneri cans.

Good wth Wbrds SAGE

Click here to find out nore about the 2009
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M_A Updates and the 2010 APA Updat es.
Readi ng speci al i st Kat hl een McWorter
under st ands that students are often | acking
in the skills they need to succeed in the
first-year witing course and need a text

t hat doesn’t assune they have mastered al

t he basics. Successful College Witing
neets students where they are, offering
extensive instruction in careful and
critical reading, practical advice on study
and col |l ege survival skills, step-by-step
strategies for witing and research,
detail ed coverage of the nine rhetorical
patterns of devel opnment, and 64

prof essi onal and student readi ngs that
provi de strong rhetorical nodels, as well
as an easy-to-use handbook in the conplete
edition. McWorter’s unique visual approach
to | earni ng uses graphi c organi zers,
revision flowharts, and other visual tools
to hel p students anal yze texts and wite
their own essays. Her unique attention to
varieties of |earning styles also hel ps
enpower students, allowng themto identify
their strengths and | earni ng preferences.
Free Variation in Gamar John Wley & Sons
Thi s book provides you with all the tools you
need to wite an excellent academ c article
and get it published.

Copyedi ting and Proofreadi ng For Dumm es
Macm | | an

The Copyeditor's Handbook is a lively,
practical manual for newconers to publishing
and for experienced editors who want to fi ne-
tune their skills or broaden their
understandi ng of the craft. Addressed to
copyeditors in book publishing and corporate
comruni cati ons, this thoughtful handbook
expl ai ns what copyeditors do, what they | ook
for when they edit a manuscript, and how t hey
devel op the editorial judgnent needed to make
sound decisions. This revised edition reflects
the nost recent editions of The Chi cago Manual
of Style (15th ed.), the Publication Manual of
t he Anmerican Psychol ogi cal Association (5th
ed.), and Merriam Webster's Col | egi ate
Dictionary (11th ed.).

The Subversive Copy Editor Macmi || an

Cal cul us Made Easy by Silvanus P. Thonpson and
Martin Gardner has | ong been the nobst popul ar
calculus priner. This major revision of the
classic math text makes the subject at hand
still nore conprehensible to readers of al

| evels. Wth a new i ntroduction, three new
chapt ers, noderni zed | anguage and net hods

t hr oughout, and an appendi x of chal |l engi ng and
enj oyabl e practice problens, Cal cul us Made
Easy has been thoroughly updated for the
noder n reader.

Lecture-free Teaching Incentive Publications
Ever send out an enbarrassing, 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 elimnate errors and

| naccuraci es fromyour docunents.
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