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Packed with customizable editing tools--this practical, up-to-date reference includes the latest on writing and editing online The McGraw-Hill Desk Reference for Editors, Writers, and Proofreaders is an indispensable resource for writers, editors, proofreaders, and virtually everyone responsible for crafting clear, polished writing. Ideal for professionals and novices alike,
it guides you through the entire proofreading and editing process and features a CD-ROM with more than 25 interactive tools and checklists. This all-in-one package offers style sheet templates, a list of editor’s symbols, comprehensive editing and proofreading checklists, and guides to commonly misspelled and confused words. It also presents advice on electronically
editing and proofreading for the Web.
An easy-access guide to the most common types of business writing and communication, The Business Writer's Companion places writing in real-world context with hundreds of business writing topics and more than sixty sample documents. Always anticipating the needs of today's business writers, the sixth edition includes updated information on the technologies
that are integral to workplace writing and offers tips about professionalism. BOOK COVER.
A true management time-saver, this volume covers all project management stages, from pre-design up to the point that construction begins. Following the standard American Institute of Architects (AIA) project format and three-hole punched for portability, it supplies checklist for site analysis, schematic design, design development, and covers all phases of prebidding,
bidding, and negociations, as well as contracts and post-construction administration.
Intended for both students and practitioners in public administration who want to communicate more effectively with a variety of audiences, this book offers clear, easy-to-understand guidelines on how to write more clearly, concisely, and coherently, as well as correctly. It covers the basics of good English and applies those basics to general forms (such as memos,
letters, and e-mails) and more specific forms (such as newsletters, proposals, budget justifications, and rules) used in the public sector.
Communicating Effectively on the Job
The Writer's Workplace: Building College Writing Skills
Communicating in the Workplace
Produce Texts from Notes
Administrative Assistant's & Secretary's Handbook
Click here to find out more about the 2009 MLA Updates and the 2010 APA Updates. Combining clear advice on the writing process and almost 250 model documents from real workplace settings, Writing That Works sets the standard for business writing books. It reflects today’s electronic workflow, addresses the most current types of business documents, in print and online, and
provides practical, informative guidelines on designing documents, considering audience and purpose, and using digital technology in the workplace. The free companion Web site supports and expands upon the information in every chapter and offers tutorials, additional model documents, expanded Digital Tips, and much more.
An alphabetically arranged resource provides information on the business writing process, appropriate grammar, and correct style usage, in a volume that includes sample writings and new coverage of current technology. 10,000 first printing.
Almost everyone in the working world needs to write--whether it be e-mails, proposals, reports, or letters--but very few people consider themselves to be writers. Much more than a technical manual of writing style and grammar, The Art of On-the-Job Writing offers a unique method for anyone to achieve workplace-writing success. For those in any part of the business world, from
corporations to government agencies, this book provides critical tools for becoming a more effective and efficient writer.
Between coordinating meetings, making travel arrangements, and running the phone lines, being a professional administrative assistant requires an astonishing and varied range of skills involving interpersonal communication, written presentations, and organizational ability.Written in a down-to-earth style, Administrative Assistant’s and Secretary’s Handbook provides readers with
information on subjects including record keeping, telephone usage, office machines, mail, business letters, and computer software skills. Now in its third edition, the book has been completely revised with expanded coverage of topics including electronic records management, interpersonal and communication skills, troubleshooting computer problems, time and stress management,
customer service, event planning, web conferencing, math for office professionals, office management and supervision, transcription, and much more.Comprehensive and completely up-to-date, this is the book every administrative professional should own.
A Guide to Writing and Editing
Proofread Like a Pro
Success on the Job: Writing at Work
The Cambridge Handbook for Editors, Copy-editors and Proofreaders
Effective Writing in the Public Sector

The ultimate guide for parents who dream of having a little less chaos and a lot more time for the good things in life Written by mother of five, Nicole Avery, this book shows harried parents how, with just a bit of planning, family life can become easier to manage, less stressful, and decidedly more fun. "Dream on," you
say? "I might as well try to herd cats as to get my kids to follow a lot of arbitrary rules!" And Nicole would agree, which is why Planning with Kids isn't like any other parenting guide out there. It was inspired by Nicole's blog of the same name, which, over the past three years, has garnered a huge audience of
likeminded parents who have achieved nothing short of miraculous results following her advice. While other prescriptive guides offer mums and dads cook-cutter solutions to the challenges of raising kids, this handbook focuses on one simple, straightforward idea: by implementing a few simple strategies for how you
do things, you'll make more time for you to be you and your kids to be kids. You'll find strategies for streamlining and enhancing everything from the routines of daily life, to family relationships, to budgeting and finances, playtime and much more! Contains a full section on menus and cooking, including recipes,
supported online by a planning-with-family meal planner Divided into sections so that readers can dip-in and dip-out for information as they need it as their family expands and grows up!
Turn your knack for language into a lucrative career Must-know techniques and resources for maximizing your accuracy and speed Interested in becoming a copyeditor or proofreader? Want to know more about what each job entails? This friendly guide helps you position yourself for success. Polish your skills, build a
winning résumé and land the job you've always wanted. Books, magazines, Web sites, corporate documents - find out how to improve any type of publication and make yourself indispensable to writers, editors, and your boss. Balance between style and rules Master the art of the query Use proofreader symbols Edit and
proof electronic documents Build a solid freelancing career
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.
Succeed in your course and your career as a paralegal with PARALEGAL TODAY: THE LEGAL TEAM AT WORK. This updated Seventh Edition shows you how current technology and social media tools are used in practice, while helping you develop an understanding of the laws in our society, the importance of ethical and
professional responsibility, and the skills needed to thrive in today's legal environment. Real-world examples, practical applications, ethical dilemmas, hands-on assignments, and an entire chapter on paralegal careers (with salary information) prepare you to meet the challenges of today's paralegal working
environment. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Butcher's Copy-editing
A field guide to effective writing
Keyboarding, Typewriting and Formatting
Business Writing at Work
Building Writing Skills the Hands-on Way
Business Writing at Work teaches the basics of business correspondence by having students work for a simulated com-pany. They write the most common types of business correspon-dence used every day on the job. Because the tasks involve writing for various departments within the simulated company, students also learn how a typical company functions.
Presents a comprehensive guide that includes advice on writing, editing and researching, plus a glossary and solutions to common problems encountered on the job.
This volume is the only book-length bibliography on the important topic of teaching revising and editing.
Butcher's Copy-editingThe Cambridge Handbook for Editors, Copy-editors and ProofreadersCambridge University Press
Teaching Revising and Editing
Paralegal Today: The Essentials
The Business Writer's Handbook
A Style Guide for the Computer Industry
The Canadian Style
This book introduces international students to the characteristics of legal education in the United States and helps them develop the linguistic, analytical, and cultural skills to thrive at a U.S. law school. Part I focuses on the academic legal writing skills needed to write in law school. It guides students in reviewing their own writing skills and helps them to adapt to the conventions of academic legal writing at the whole text, paragraph, and sentence levels. It also gives students guidance in effectively
presenting their ideas in writing so that a reader can quickly grasp their reasoning and meaning. Part II introduces students to common law and legal analysis. Following a brief introduction to the U.S. legal system, the book focuses on the skills required to read, discuss, and write about legal cases in a U.S. law class. Cases in torts and criminal procedure law provide an opportunity to apply these skills while also teaching high-frequency legal vocabulary. Throughout the book, students can read
clear and concise explanations and practice the skills they are acquiring with detailed practice exercises. Professors and students will benefit from: Clear explanations of academic legal writing expected of law students on written assignments, such as exams and papers Straightforward definitions and explanations about how the common law system in the U.S. works Guidelines and practice in reading, discussing, and writing about legal cases Authentic tasks and exercises for all key concepts
Designed to correlate with the National Standards for Business Education Students gain proficiency in the writing skills they need for entry-level positions Reproducible activities teach students how to write clear business correspondence, instructions, descriptions, memos, summaries, and reports
This is Roslyn Petelin's promise: whether you already write reasonably well or not, this book will exponentially improve your writing. How Writing Works is a lively and practical introduction to the elements of grammar, sentence structure, and style that you need to write well. The book covers social media and writing for online publication, as well as the most common documents in the university and the writing-reliant workplace. How Writing Works should be on the desk of everyone who
needs to write: students, professionals in all fields, and creative writers. 'A superb guide to great writing in the modern media era.' Phil Harding, journalist and broadcaster, London 'Whether you're a CEO or an intern, the ability to communicate clearly is your biggest asset. Petelin's expert advice in this book will accelerate your career'. Damian Kington, Global Head of Marketing, Liquidnet, New York
BUILDING WRITING SKILLS THE HANDS-ON WAY, 1st Edition teaches you the skills you need to become a college-level writer, reader, and critical thinker. The book takes the grr out of grammar, provides helpful instruction on writing sentences and paragraphs, and makes the essay writing process clear by leading you through lessons that include engaging hands-on activities. The friendly, informal tone makes the book easy to read, and the real-world examples and exercises are drawn
from a variety of life experiences and perspectives. In short, this book makes the learning process more fun, less intimidating, and more effective. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
An Annotated Bibliography
Project Management Checklist: A Complete Guide For Exterior and Interior Construction
Business Communication: Process & Product
Writing for Science and Engineering: Papers, Presentations and Reports
Practical Proofreading

Communication Skills for the Environmental technician This book provides environmental technology students with an enjoyable way to quickly master the basic communication skills needed by the environmental technician. Like all the books in the critically acclaimed Preserving the Legacy series, it follows a rapid-learning modular format featuring learning objectives, summaries, chapter-end reviews,
practice questions, and skill-building activities. The only book available that specifically addresses the communication responsibilities of the environmental technician, it offers a thorough review of corporate communication basics and covers the environmental documents commonly generated by technicians. Communication Skills for the Environmental Technician features: * Advice on foundation reading
and technical writing skills, including mastery of outlining and grammar awareness * Chapters on writing skills for business letters and memos; technical documents such as contingency plans, logbooks, and field notes; and completion and filing procedures for numerous reporting forms * In-depth coverage of oral communication skills, both for formal presentations and informal conferencing * Specifics of the
job search: creating portfolios, writing resumes and cover letters, and performing well in the interview setting With its comprehensive coverage and quick-reference format, Communication Skills for the Environmental Technician is also a handy resource for any environmental technician needing a helpful refresher or useful working reference. The HAZARDOUS MATERIALS TRAINING AND
RESEARCH INSTITUTE (HMTRI), recognized by agencies including the EPA, the National Science Foundation, and the National Institute of Environmental Health Sciences, was established in 1987 in Cedar Rapids, Iowa, with the intention of promoting worker protection and the maintenance of a clean and safe environment through education and training.
This book takes students through the practical steps of how to take notes, how to check them and supplement them from other reference materials and how to produce a relevant, accurate, concise and professional document from those notes.
A guide to business writing covers grammar, usage, and style, and provides instructions on following the writing process.
Since its first publication in 1975, Judith Butcher's Copy-editing has become firmly established as a classic reference guide. This fourth edition has been comprehensively revised to provide an up-to-date and clearly presented source of information for all those involved in preparing typescripts and illustrations for publication. From the basics of how to prepare text and illustrations for the designer and
typesetter, through the ground rules of house style, to how to read and correct proofs, Copy-editing covers all aspects of the editorial process. New and revised features: • up-to-date advice on indexes, inclusive language, reference systems and preliminary pages • a chapter devoted to on-screen copy-editing • guidance on digital coding and publishing in other media such as e-books • updated to take
account of modern typesetting and printing technology • an expanded section on law books • an essential tool for new and experienced copy-editors, working freelance or in-house.
How Writing Works
Teacher's guide
Proofreading Skills for Business
The Business Writer's Handbook, Seventh Edition
A Guide to Organising the Chaos to Make More Time for Parenting
types of writing for the Web discusses FAQs and blogs as forms of collaborative writing and business promotion. New Digital Tips focus on using technology to assist with writing tasks, such as using wikis for collaborative documents." "Entries throughout the book have been revised, updated, consolidated, and streamlined to provide the most accurate and accessible information. Comprehensive yet concise, the Handbook of Technical Writing remains the
quick reference faithful users have come to appreciate." --Book Jacket.
An updated edition of a classic reference provides guidance on the business writing process, sharing numerous real-world examples, current rules about business grammar and usage, and up-to-date coverage of such areas as resume writing, Web resources, and ethics. 20,000 first printing.
BUSINESS COMMUNICATION: PROCESS AND PRODUCT, 9E prepares readers for success in today's digital workplace. This book introduces the basics of communicating effectively in the workplace, using social media in a professional environment, working in teams, becoming a good listener, and developing individual and team presentations. Authors Mary Ellen Guffey and Dana Loewy also offer a wealth of ideas for writing resumes and cover
letters, participating in interviews, and completing follow-up activities. Optional grammar coverage in each chapter, including a comprehensive grammar guide in the end-of-book appendix, helps readers improve critical English language skills. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
The revised edition of The Canadian Style is an indispensable language guide for editors, copywriters, students, teachers, lawyers, journalists, secretaries and business people – in fact, anyone writing in the English language in Canada today. It provides concise, up-to-date answers to a host of questions on abbreviations, hyphenation, spelling, the use of capital letters, punctuation and frequently misused or confused words. It deals with letter, memo and
report formats, notes, indexes and bibliographies, and geographical names. It also gives techniques for writing clearly and concisely, editing documents and avoiding stereotyping in communications. There is even an appendix on how to present French words in an English text.
Making Sense of 'Show, Don't Tell'
Proofreading, Revising & Editing Skills Success in 20 Minutes a Day
A Comprehensive Handbook for Aspiring Technical Writers
Academic Legal Discourse and Analysis
Paralegal Today: The Legal Team at Work

Combining guidance for writing over 40 typers of professional documents with thorough coverage of grammar, usage, and style, the Handbook of Technical Writing functions as both a writer's handbook and a complete guide to technical communication. It provides quick access to hundreds of topics and scores of sample documents and visuals. [publisher's note]
A handbook for administrative assistants and secretarys covers such topics as telephone usage, keeping accurate records, making travel arrangements, e-mail, using the Internet, business documents, and language usage.
Are you a post-graduate student in Engineering, Science or Technology who needs to know how to: Prepare abstracts, theses and journal papers Present your work orally Present a progress report to your funding body Would you like some guidance aimed specifically at your subject area? ... This is the book for you; a practical guide to all aspects of post-graduate documentation for Engineering, Science
and Technology students, which will prove indispensable to readers. Writing for Science and Engineering will prove invaluable in all areas of research and writing due its clear, concise style. The practical advice contained within the pages alongside numerous examples to aid learning will make the preparation of documentation much easier for all students.
This fiction-editing guide shows authors and editors how to recognize shown and told prose, and avoid unnecessary exposition. Louise Harnby, a fiction editor, writer and course developer, teaches you how to identify stylistic problems and craft solutions that weave showing and telling together, and understand why there's no place for 'don't tell' in strong writing. Topics include: Shown and told prose in
different scenarios; the relevance of viewpoint; when exposition serves story and deepens character; and tools that help writers add texture.
Planning with Kids
The McGraw-Hill Desk Reference for Editors, Writers, and Proofreaders
The Business Writer's Companion
Communication Skills for the Environmental Technician
Designed for anyone considering a career as a paralegal, the 7th edition of PARALEGAL TODAY: THE ESSENTIALS provides students with a comprehensive introduction to the legal system through real-world examples, practical applications, ethical dilemmas, and hands-on assignments. With thorough
coverage of the basic, key areas of paralegal studies, this text ensures that students develop a comprehensive understanding of the laws in our society, the importance of ethical and professional responsibility, and the skills needed to thrive in the legal environment. The text includes
increased coverage of technology in the workplace, including critical topics such as confidentiality issues, e-mail policies, technology in the courtroom, and the use of social media in crime detection and enforcing delinquent court judgments. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
bull; The must-have reference for every technical writer, editor, and documentation manager bull; Provides all the information you need to document hardware, software, or other computer products bull; Written by award-winning documentation experts at Sun Technical Publications, Read Me First!
is the most comprehensive guide to creating documentation that is clear, consistent, and easy to understand
Covering concepts from grammar through essay writing, THE WRITER'S WORKPLACE: BUILDING COLLEGE WRITING SKILLS is the most comprehensive and engaging text available for the beginning writing student. Based on many years of classroom teaching and research, this approachable text reflects the
authors' goal of building and sustaining students' confidence in their writing by breaking down difficult writing concepts into easy-to-read, step-by-step explanations. Mastery Tests at the end of each grammar and mechanics chapter reinforce new concepts, and Working Together activities
provide instructors with easy-to-incorporate lessons designed for group work and lively class discussions. Writing examples and exercises include new high interest topics such as career-related writing, college sports and money, and the challenges facing veterans. Important Notice: Media
content referenced within the product description or the product text may not be available in the ebook version.
Essential Skills for International Students Studying Law in The United States
Transform Your Fiction
Read Me First!
Handbook of Technical Writing
The Business Writer's Handbook, Eighth Edition
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