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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.
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Editorial Review

From the Back Cover
More essential than a red pencil, this is the one tool you can't go without

Whether you're a manager, an administrative assistant, a student, or a webmaster, at some point on the job
you'll also need to become editor, writer, and proofreader. And no matter what you read or write--business
reports, term papers, even the simplest e-mail memos--it has to be free of errors before it leaves your hands.
With this all-in-one guide at your side, you can be sure that every sentence is written the right way.

For crafting perfect documents, this essential reference shows you how to:

Edit and proofread Web pages and PowerPoint presentations●

Use PDF and Microsoft Word technology to streamline editing●

Make proofreader's marks●

Understand proper punctuation●

Identify and correct commonly misspelled words●

Keep your style consistent●

Use formatting and fonts with finesse●

The CD-ROM has even more tools to tweak your writing!

* Starter Style Sheet
* 12 Tips for Compelling Writing
* Words Most Often Misspelled
* Complete Editorial Checklist
* Editing PDFs--a Quick Reference
* Checklist for Web Editing
* Proofreading/Editing Test
* Expanded/Professional Style Sheet Template
* and more!

About the Author

K.D. Sullivan is an internationally recognized authority on proofreading. Founder and CEO of Creative
Solutions Editorial, a national proofreading and editorial agency, she is also the coauthor of the recently
published book The Gremlins of Grammar.

Merilee Eggleston has more than twenty years' experience as an editor, writer, and proofreader. She has
edited more than 100 books, written advertising copy and materials for online education, and is the coauthor
of The Pocket Idiot's Guide to Spanish for Health Care Professionals.

Users Review

From reader reviews:



Anthony Russell:

Why don't make it to be your habit? Right now, try to ready your time to do the important work, like looking
for your favorite reserve and reading a reserve. Beside you can solve your condition; you can add your
knowledge by the publication entitled The McGraw-Hill Desk Reference for Editors, Writers, and
Proofreaders (with CD-ROM). Try to the actual book The McGraw-Hill Desk Reference for Editors, Writers,
and Proofreaders (with CD-ROM) as your good friend. It means that it can to become your friend when you
experience alone and beside those of course make you smarter than in the past. Yeah, it is very fortuned for
you personally. The book makes you more confidence because you can know every thing by the book. So ,
let us make new experience and also knowledge with this book.

David Marx:

In this 21st century, people become competitive in most way. By being competitive today, people have do
something to make these survives, being in the middle of the particular crowded place and notice simply by
surrounding. One thing that often many people have underestimated that for a while is reading. Yeah, by
reading a publication your ability to survive improve then having chance to stay than other is high. In your
case who want to start reading any book, we give you this particular The McGraw-Hill Desk Reference for
Editors, Writers, and Proofreaders (with CD-ROM) book as beginner and daily reading publication. Why,
because this book is more than just a book.

Tom Johnson:

Reading can called head hangout, why? Because when you find yourself reading a book especially book
entitled The McGraw-Hill Desk Reference for Editors, Writers, and Proofreaders (with CD-ROM) your head
will drift away trough every dimension, wandering in most aspect that maybe unidentified for but surely will
become your mind friends. Imaging just about every word written in a reserve then become one application
form conclusion and explanation this maybe you never get previous to. The The McGraw-Hill Desk
Reference for Editors, Writers, and Proofreaders (with CD-ROM) giving you yet another experience more
than blown away your head but also giving you useful information for your better life in this era. So now let
us show you the relaxing pattern here is your body and mind are going to be pleased when you are finished
looking at it, like winning a sport. Do you want to try this extraordinary investing spare time activity?

Kenny Hardy:

In this era which is the greater individual or who has ability to do something more are more important than
other. Do you want to become among it? It is just simple solution to have that. What you should do is just
spending your time not very much but quite enough to possess a look at some books. Among the books in the
top checklist in your reading list will be The McGraw-Hill Desk Reference for Editors, Writers, and
Proofreaders (with CD-ROM). This book which can be qualified as The Hungry Mountains can get you
closer in growing to be precious person. By looking way up and review this e-book you can get many
advantages.
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