


B. Proofreading Interoffice Memos  
1) Proofreading for Format
2) Using Language Effectively: Plurals and Possessives
3) Principles and Practice: Plurals
4) Principles and Practice: Possessives
5) Performance Challenge: Proofreading Memos

C. Proofreading Agendas, Minutes and News Releases  
1) Proofreading for Format: Agendas, Minutes and News Releases
2) Using language Effectively: Frequently Confused Words
3) Performance Challenge: Proofreading Agendas

II. Proofreading Long Business Documents
A. Proofreading Business Reports

1) Proofreading for Format: Business Reports
2) Using Language Effectively: Subject-Verb Agreement
3) Principles and Practice: Subject-Verb Agreement
4) Performance Challenge: Proofreading Business Reports

B. Proofreading Front and End Matter of Business Reports  
1) Proofreading for Format: Table of Contents, Lists of Figures, and Work-Cited Pages
2) Using Language Effectively: Pronouns and Parallelism
3) Principles and Practice: Pronouns
4) Principles and Practice: Parallelism
5) Performance Challenge: Proofreading Front and End Matter of Business Reports

C. Proofreading Multi-page Reports  
1) Proofreading for Format: Continuation Pages
2) Using Language Effectively: Adjectives and Verbs
3) Principles and Practice: Adjectives
4) Principles and Practice: Verbs
5) Performance Challenge: Proofreading Continuation Pages

III. Proofreading Labels and Graphics
A. Proofreading Envelopes and Mailing Labels

1) Proofreading for Format: Envelopes and Mailing Labels
2) Using Language Effectively: Punctuation
3) Principles and Practice: Punctuation
4) Performance Challenge: Proofreading Envelopes and Mailing Labels

B. Proofreading Tables  
1) Proofreading for Format: Tables
2) Using Language Effectively: Capitalization
3) Principles and Practice: Capitalization
4) Performance Challenge: Proofreading Tables

C. Proofreading Graphics  
1) Proofreading for Format: Graphics
2) Using language Effectively: Numbers
3) Principles and Practice: Numbers
4) Performance Challenge: Proofreading Numbers and Graphics
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IV. Editing Business Documents
A. Editing Newsletters

1) Editing for Format and Content: Newsletters
2) Using Language Effectively: Sentence Structure
3) Principles and Practice: Sentence Structure
4) Performance Challenge: Editing Newsletters

B. Editing Business Letters
1) Editing for Format and Content: Business Letters
2) Using Language Effectively: Concise Wording
3) Principles and Practice: Concise Wording
4) Performance Challenge: Editing Business Letters

C. Editing Interoffice Memos
1) Editing for Format and Content: memos
2) Using language Effectively: Details
3) Principles and Practice: Details
4) Performance Challenge: Editing Memos

V. Performance Mastery

REQUIRED TEXTBOOKS AND MATERIALS: 
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