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Positive, practical techniques for achieving a more professional writing style. Here are the “how to” keys of
writing—from putting the first words on paper to the final polishing and proofreading. Readers will learn
how to edit their writing for improved clarity, cut excess words, use transitional phrases, recognize and
correct run-on sentences and overcome procrastination and impulsive writing. Readers will learn how to: •
Identify the key components of any well-written business document • Cut excess words and phrases from
your writing • Use transitional words and phrases • Avoid misplaced and dangling modifiers and split
infinitives • Use commas, semicolons, colons, dashes, and parentheses • Use slash marks, ellipsis marks,
quotation marks, italics, and brackets • Recognize and correct run-on sentences • Proofread your writing for
clarity of meaning • Overcome the two common writing problems that waste time and
money—procrastination and impulsive writing. This is an ebook version of the AMA Self-Study course. If
you want to take the course for credit you need to either purchase a hard copy of the course through
amaselfstudy.org or purchase an online version of the course through www.flexstudy.com.
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From reader reviews:

Sophia Hartman:

Book is usually written, printed, or highlighted for everything. You can realize everything you want by a
guide. Book has a different type. As you may know that book is important matter to bring us around the
world. Close to that you can your reading talent was fluently. A e-book Grammar and Proofreading Course:
EBook Edition will make you to always be smarter. You can feel a lot more confidence if you can know
about everything. But some of you think that will open or reading a new book make you bored. It is not make
you fun. Why they can be thought like that? Have you trying to find best book or appropriate book with you?

Tonia Lee:

People live in this new morning of lifestyle always attempt to and must have the spare time or they will get
wide range of stress from both everyday life and work. So , if we ask do people have spare time, we will say
absolutely indeed. People is human not really a robot. Then we ask again, what kind of activity are there
when the spare time coming to you actually of course your answer may unlimited right. Then do you ever try
this one, reading textbooks. It can be your alternative inside spending your spare time, often the book you
have read is Grammar and Proofreading Course: EBook Edition.

Joan Naylor:

Can you one of the book lovers? If yes, do you ever feeling doubt if you find yourself in the book store?
Make an effort to pick one book that you never know the inside because don't assess book by its include may
doesn't work here is difficult job because you are afraid that the inside maybe not while fantastic as in the
outside seem likes. Maybe you answer may be Grammar and Proofreading Course: EBook Edition why
because the fantastic cover that make you consider concerning the content will not disappoint you. The
inside or content is fantastic as the outside as well as cover. Your reading 6th sense will directly show you to
pick up this book.

Roberta Haile:

This Grammar and Proofreading Course: EBook Edition is great book for you because the content that is
certainly full of information for you who else always deal with world and have to make decision every
minute. This specific book reveal it info accurately using great plan word or we can say no rambling
sentences inside. So if you are read the item hurriedly you can have whole info in it. Doesn't mean it only
provides you with straight forward sentences but difficult core information with beautiful delivering
sentences. Having Grammar and Proofreading Course: EBook Edition in your hand like keeping the world in
your arm, facts in it is not ridiculous one particular. We can say that no guide that offer you world
throughout ten or fifteen second right but this book already do that. So , this really is good reading book. Hey
there Mr. and Mrs. busy do you still doubt that?
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