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Edition
The Grammar and Writing Handbook shows you precisely which rules need to be
followed, how to choose the correct words, and the most effective way to structure
every sentence to help you compose more persuasive, stronger material that's
flawlessly written. The book includes a brief history of the English language, as well as
comprehensive information on every thing from singular vs. plural, to composing a legal
memorandum.
Effective Learning and Teaching of Writing is a handbook on research on the effective
teaching and learning of writing. It is a reference for researchers and educators in the
domain of written composition in education. Effective Learning and Teaching of Writing
covers all age ranges and school settings and it deals with various aspects of writing
and text types. Research methodology varies from experimental studies to reflective
classroom practitioners’ research. This new volume in the series Studies in Writing
brings together researchers from all kinds of disciplines involved in writing research and
countries in their endeavour to improve the teaching of written composition. It is the
result of co-operation of researchers all over the world and shows that in spite of the
differences in educational regions over the world, research in writing shares similar
problems, and tries to find answers, and generate new questions. The body of
knowledge in this volume will inspire researchers and teachers to improve research and
practice.
Real-World Writers shows teachers how they can teach their pupils to write well and
with pleasure, purpose and power. It demonstrates how classrooms can be transformed
into genuine communities of writers where talking, reading, writing and sharing give
children confidence, motivation and a sense of the relevance writing has to their own
lives and learning. Based on their practical experience and what research says is the
most effective practice, the authors share detailed guidance on how teachers can
provide writing study lessons drawing on what real writers do and how to teach
grammar effectively. They also share a variety of authentic class writing projects with
accompanying teacher notes that will encourage children to use genres appropriately,
creatively and flexibly. The authors’ simple yet comprehensive approach includes how
to teach the processes and craft knowledge involved in creating successful and
meaningful texts. This book is invaluable for all primary practitioners who wish to teach
writing for real.
`A comprehensive, well-written and beautifully organized book on publishing articles in
the humanities and social sciences that will help its readers write forward with a first-
rate guide as good company.' - Joan Bolker, author of Writing Your Dissertation in
Fifteen Minutes a Day `Humorous, direct, authentic ... a seamless weave of experience,
anecdote, and research.' - Kathleen McHugh, professor and director of the UCLA
Center for the Study of Women Wendy Laura Belcher's Writing Your Journal Article in
Twelve Weeks: A Guide to Academic Publishing Success is a revolutionary approach to
enabling academic authors to overcome their anxieties and produce the publications
that are essential to succeeding in their fields. Each week, readers learn a particular
feature of strong articles and work on revising theirs accordingly. At the end of twelve
weeks, they send their article to a journal. This invaluable resource is the only guide
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that focuses specifically on publishing humanities and social science journal articles.
Foundational Practices in Online Writing Instruction addresses administrators’ and
instructors’ questions for developing online writing programs and courses. Written by
experts in the field, this book uniquely attends to issues of inclusive and accessible
online writing instruction in technology-enhanced settings, as well as teaching with
mobile technologies and multimodal compositions.
A useful guide to all the stages of the writing process. Effective Writing guides the writer
through all the stages of the writing process: planning, critical thinking, generating and
organizing ideas, writing the draft, revising, and designing for presentation. Throughout
the text, Effective Writing stresses coherence, conciseness, and clarity as the most
important qualities of the writing done by accountants. This edition includes many new
and revised assignments that reinforce the concepts covered in the text, as well as
coverage on ethics in communication.
A must-have guide for writing at work, with practical applications for getting your point
across quickly, coherently, and efficiently. A winning combination of how-to guide and
reference work, The Only Business Writing Book You’ll Ever Need addresses a wide-
ranging spectrum of business communication with its straightforward seven-step
method. Designed to save time and boost confidence, these easy-to-follow steps will
teach you how to make clear requests, write for your reader, start strong and specific,
and fix your mistakes. With a helpful checklist to keep you on track, you’ll learn to
promote yourself and your ideas clearly and concisely, whether putting together a
persuasive project proposal or dealing with daily email. Laura Brown’s supportive, no-
nonsense approach to business writing is thoughtfully adapted to the increasingly digital
corporate landscape. Complete with insightful sidebars from experts in various fields
and easy-to-use resources on style, grammar, and punctuation, this book offers
essential tools for success in the rapidly changing world of business communication.
Effective Writing: A Handbook with Stories for Lawyers offers specific advice on how to write
effectively the many kinds of writing lawyers do in actual practice.. It considers what makes
writing effective in letters of various kinds, forms, bills, the many kinds of writing done through
the trial, writing for an appeal, contracts, and writing for wills and trusts.
The writing "bible" for financial professionals The Investment Writing Handbook provides
practical, accessible guidance for crafting more effective investor communications. Written by
an award-winning writer, editor, and speechwriter, this book explains the principles and
conventions that help writing achieve its purpose; whether you need to inform, educate,
persuade, or motivate, you'll become better-equipped to develop a broad range of
communications and literature for investor consumption. Examples from real-world financial
institutions illustrate expert execution, while explanations and advice targeted specifically
toward investor relations give you the help you need quickly. From white papers and
investment commentary to RFPs, product literature, and beyond, this book is the financial
writer's "bible" that you should keep within arm's reach. Investment writing is one of the primary
influences on investors' attitudes. It educates, informs decisions, shapes opinions, and drives
behavior—so shouldn't it be expertly-crafted to achieve its intended goal? This book explains
the "tricks of the trade" to help you get your message across. Understand the principles of
effective investor communication Master the conventions of informative and persuasive writing
Examine well-written sample documents from real-world institutions Improve research papers,
presentations, investor letters, marketing literature, and more Virtually all firms with investors
as clients need to communicate to them regularly, but few financial professionals receive
formal training in investor communications. When investors' opinions, attitudes, and actions
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determine the health of your company, it is vitally important that these communications not be
left to chance. The Investment Writing Handbook provides essential guidance and clear
explanations to help you transform your communication strategy, execution, and results.
KEYS TO SUCCESSFUL WRITING: A HANDBOOK FOR COLLEGE AND CAREER provides
career-oriented students with guidance on writing, research, grammar, style, usage and the
importance of writing in their future success. Spiral-bound and tabbed for easy reference, each
section provides a profile of the role writing plays in a variety of professions that students might
find surprising -- a chef, an accountant, an industrial designer, a nurse, a paralegal, a police
officer, an information technology professional, an arts professional, a brand manager, and an
engineer. Examples from these professions and others appear throughout the book so that
students can see the importance of writing in their areas of professional interest, as well as in
their college work. Exercises are provided for additional support at the end of tabbed sections
and are cross-referenced to the relevant material. Key Point boxes are included for quick-
reference summaries of essential information. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Its effective process approach is the secret to THE LEGAL WRITING HANDBOOK's enduring
popularity. By teaching students to progress through necessary stages -- pre-writing, drafting,
editing, To final draft -- the authors lead them, step by step, To mastery of skills they will use
throughout their careers. Shortened and tightened, but just as effective... Responding to user
feedback, The authors have shortened and streamlined their material to make the book more
accessible and easier to teach. it retains its basic structure and helps students become
effective researchers and writers. The first part of the book covers the basics of the legal
system - analyzing statutes and cases, and supplies chapters on writing the objective
memorandum and trial and appellate briefs. The second part of the book offers resources to
help students become effective researchers and writers. The authors explain that legal writing
is both simple and complex. Although students must learn to organize information into well-
established formats, they also need to exercise cretivity, insight, and judgment. THE LEGAL
WRITING HANDBOOK brings together the three major components of effective legal writing-
research, analysis, and writing - and disccus each from the most basic level to more
sophisticated techniques. The book imparts the vital skills legal writers need to know: what
matters most and what matters least what is effective what is persuasive what is extraneous
and what is just plain irrelevant Changes in the Second Edition... a new section on style and
grammar guidelines to aid students for whom English is a second language completely
updated research section with more and better information on CALR more flexible coverage of
persuasive writing treatment of the objective memorandum, divided into two chapters, with a
new example that is easier to follow The Practice Book to accompany THE LEGAL WRITING
HANDBOOK provides numerous exercises for students to utilize the skills they have learned.
The invaluable Teacher's Manual helps instructors use the text for maximum effectiveness for
a variety of course lengths. Together, these supplements provide additional material to assist
in the efforts of both students and teachers.
For courses in Intermediate Accounting, Accounting, Business Communication, and Technical
Writing This useful guide covers all stages of the writing process-planning, critical thinking,
generating and organizing ideas, writing the draft, revising, and designing for presentation.
With an emphasis on coherence, conciseness, and clarity as the most important qualities of
the writing done by accountants, it guides readers through the essential skills, highlights
aspects of communication that can enhance writing skills, provides material on research,
shows how to write for the workplace, and includes coverage of the ethics of communication.
Writing is one of the most demanding tasks that academics and researchers face. In some
disciplines we learn some of what we need to know to be productive, successful writers; but in
other disciplines there is no training, support or mentoring of any kind.
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Effective WritingA Handbook for AccountantsPrentice Hall
This title aims to be an appropriate supplement for any accounting course,
business communications (for accounting majors), or any writing courses
containing accounting majors. The text discusses the communication, both
written and oral, actually done by professionals in the field.
"This Handbook is the outgrowth of the author's empirical research into the
struggles encountered by first-year law students as they begin their legal writing
classes."-- page ix.
Ideal for overseas students studying at English-medium colleges and universities,
this practical writing course enables international students to meet the required
standard of writing and use an appropriate style for essays, exams and
dissertations. Newly revised and updated to include extra exercises and material
suggested by teachers and students, Academic Writing explains and
demonstrates all the key writing skills and is ideal for use in the classroom or for
independent study. Useful at every stage of an academic career and beyond, this
indispensable book features: different styles and formats from CVs and letters to
formal essays a focus on accuracy coverage of all stages of writing, from
understanding titles to checking your work essential academic writing skills such
as proper referencing, summarising and paraphrasing diagrams and practice
exercises, complete with answers.
This book provides a foundation and framework to enhance your understanding
of the various processes involved in academic writing. The term, academic
writing, here refers to the types of writing used in college level writing courses at
both the undergraduate and graduate level. However, this book was not written
simply to help you pass another English class or to get you through the next
writing intensive course (although it will certainly do that). At some point you will
be out in the real world (hopefully). Thus, the purpose of this book is to enable
you to be an effective writer and thinker in all contexts including your personal
and professional lives.
The relationship of supervisor to student has traditionally been seen as one of
apprenticeship, in which much learning is tacit, with the expectation that the
student will become much like the tutor. The changing demographics of higher
education in conjunction with imperatives of greater accountability and support
for research students have rendered this scenario both less likely and less
desirable and unfortunately many supervisors are challenged by the task of
guiding non-native speaker students to completion. This handbook is the ideal
guide for all supervisors working with undergraduate and postgraduate non-
native speaker students writing a thesis or dissertation in English as it explicitly
unpacks thesis writing, using language that is accessible to research supervisors
from any discipline.
A Handbook for Letter Writing’ is a comprehensive & exhaustive book which has
been designed to help in learning the art and techniques of writing letters. The
words and language that are being used while writing a letter not only shows our
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knowledge but also reflects our personality.The present book on letter writing has
been divided into five chapters namely An Introduction of Letter Writing, Informal
Letters, Formal Letters, Reference/ Recommendation Letters and Email. This
book contains various types of letters – Personal, Business Letters, Applications,
Official Letters, Application Writing, Apology, Condolence, etc. The book also
contains the E-mailing, Report Writing and Press Release sections. A simple and
easy language with the latest pattern has been used in this book. This book will
also help you in developing the research and writing skills.
Writing is never easy, but this book can make it easier. With attentiveness and
experience, Claudia Kousoulas gives readers applied writing, editing, and
production approaches that provide a clear path to completing a document and
tools that ensure it is engaging and professional. The book follows a project’s
path from initial assignment and conception, through sorting out what’s
significant, shaping it into a message, and guiding readers to an action. It
addresses the different types of documents planners have to create, the different
media they use, and the different audiences they address. Its strategies will help
writers start a project and see it through to a clear and coherent piece of work
that serves its purpose. This book will help planners meet the challenges of
creating work that is accurate, creative, and useful. Students will find it helpful in
providing professional standards and quick reference information, and
professionals will carry it through their careers as a reference, and as a way to
establish workplace standards and improve their own work.
This book explores what writing for pleasure means, and how it can be realised
as a much-needed pedagogy whose aim is to develop children, young people,
and their teachers as extraordinary and life-long writers. The approach described
is grounded in what global research has long been telling us are the most
effective ways of teaching writing and contains a description of the authors’ own
research project into what exceptional teachers of writing do that makes the
difference. The authors describe ways of building communities of committed and
successful writers who write with purpose, power, and pleasure, and they
underline the importance of the affective aspects of writing teaching, including
promoting in apprentice writers a sense of self-efficacy, agency, self-regulation,
volition, motivation, and writer-identity. They define and discuss 14 research-
informed principles which constitute a Writing for Pleasure pedagogy and show
how they are applied by teachers in classroom practice. Case studies of
outstanding teachers across the globe further illustrate what world-class writing
teaching is. This ground-breaking text is essential reading for anyone who is
concerned about the current status and nature of writing teaching in schools. The
rich Writing for Pleasure pedagogy presented here is a radical new conception of
what it means to teach young writers effectively today.
How to Write about Economics and Public Policy is designed to guide graduate
students through conducting, and writing about, research on a wide range of
topics in public policy and economics. This guidance is based upon the actual
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writing practices of professional researchers in these fields and it will appeal to
practitioners and students in disciplinary areas such as international economics,
macroeconomics, development economics, public finance, policy studies, policy
analysis, and public administration. Supported by real examples from
professional and student writers, the book helps students understand what is
expected of writers in their field and guides them through choosing a topic for
research to writing each section of the paper. This book would be equally
effective as a classroom text or a self-study resource. Teaches students how to
write about qualitative and quantitative research in public policy and economics in
a way that is suitable for academic consumption and that can drive public policy
debates Uses the genre-based approach to writing to teach discipline-appropriate
ways of framing problems, designing studies, and writing and structuring content
Includes authentic examples written by students and international researchers
from various sub-disciplines of economics and public policy Contains strategies
and suggestions for textual analysis of research samples to give students an
opportunity to practice key points explained in the book Is based on a
comprehensive analysis of a research corpus containing 400+ research articles
in various areas of public policy and economics
New to this edition: Up-to-date information on on-line research and computer
resources. A unique four-way access system enables users of the Handbook of
Technical Writing to find what they need quickly and get on with the job of writing:
1. The hundreds of entries in the body of the Handbook are alphabetically
arranged, so you can flip right to the topic at hand. Words and phrases in bold
type provide cross-references to related entries. 2. The topical key groups
alphabetical entries and page numbers under broader topic categories. This
topical table of contents allows you to check broader subject areas for the
specific topic you need. 3. The checklist of the writing process summarizes the
opening essay on "Five Steps to Successful Writing" in checklist form with page
references to related topics, making it easy to use the Handbook as a writing text.
4. The comprehensive index provides an exhaustive listing of related and
commonly confused topics, so you can easily locate information even when you
don't know the exact term you're looking for.
A step-by-step resource for clear communication of all types of policies and
procedures. Policies and procedures - they're what make a company run
efficiently and legally. Now managers have a definitive guide to creating accurate
policies and procedures documents. The book is useful for professionals in such
areas as: * health and safety * human resources * office management *
administration * quality * manufacturing * customer service * finance and
accounting. Readers will enjoy the unusually friendly, informal approach of this
book. Loaded with examples, checklists, guidelines, quick tips, work plans, and
forms, it is ready for immediate use. The book shows how to: * write (and design)
documents clearly (so employees will understand and follow the policies) * plan,
analyze, and research each element * help employees increase efficiency,
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reduce mistakes and frustration, and save time and money - by providing clear
guidelines to follow * avoid legal mistakes that can get a company in trouble.
This is the eBook of the printed book and may not include any media, website
access codes, or print supplements that may come packaged with the bound
book. A useful guide to all the stages of the writing process. Effective Writing
guides the writer through all the stages of the writing process: planning, critical
thinking, generating and organizing ideas, writing the draft, revising, and
designing for presentation. Throughout the text, Effective Writing stresses
coherence, conciseness, and clarity as the most important qualities of the writing
done by accountants. This edition includes many new and revised assignments
that reinforce the concepts covered in the text, as well as coverage on ethics in
communication.
A handbook that can be used as a supplementary text for financial markets and
institutions, undergraduate investments, or undergraduate corporate finance
courses. It is designed to help finance students and practitioners improve their
communication skills by guiding readers step-by-step through the entire writing
process, developing a solid, working knowledge of each stage.
Developing Research Writing is designed to encourage, inspire and improve the
advisory practice of providing writing feedback. This book provides insights and
advice that supervisors can use to advance their support of their research
students’ writing and, at the same time, survive increasing supervisory demands.
Book parts are framed by empirical supervisor and doctoral student experiences
and chapters within each part provide multiple approaches. The carefully chosen
contributors are specialists on research writing and doctoral pedagogy, who
guide the reader through the key stages of providing feedback. Split into nine key
parts the book covers: starting a new supervision with writing in focus; making
use of other resources along the way; encouraging style through control of
language; writing feedback on English as an Additional Language (EAL) writing;
Master’s and Honours smaller projects’ writing feedback; thesis by publication
or performance-based writing; maintaining and gathering momentum; keeping
the examiner happy; writing feedback as nudging through identity transition. The
parts cohere into a go-to handbook for developing the supervision process.
Drawing on research, literature and experience, Developing Research Writing
offers well-theorized, yet practical and grounded advice conducive to good
practices.
Revised and updated for the newest digital platforms—the classic guide to business writing style
and protocols While retaining all the valuable information that has made The Business Style
Handbook a modern classic, the second edition provides new words, phrases and guidance to
help you express yourself clearly, confidently and correctly on any digital platform. New to this
edition: Updated A-to-Z section with 250 new entries Best practices for email in a world of
portable devices Insights from communications executives at global companies Praise for The
Business Style Handbook “This may be the handiest and clearest book of tips on basic
business writing I’ve read in a long time.” —Pam Robinson, cofounder, the American Copy
Editors Society “An excellent primer on how to communicate effectively in a business setting.”
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—Michael Barry, vice president, media relations, Insurance Information Institute “This book is
especially helpful for people when English is their second language. I recommend it to all my
business classes.” —Elizabeth Xu, Ph.D., author, executive mentor and leadership class
instructor, Stanford University “You never want poor writing to get in the way of what you’re
saying. . . . This style guide is a valuable resource to help ensure that the quality of your writing
differentiates you.” —Bart Mosley, principal and chief investment officer, Alprion Capital
Management LP
Highly practical and accessible, this indispensable book provides clear-cut strategies for
improving K-12 writing instruction. The contributors are leading authorities who demonstrate
proven ways to teach different aspects of writing, with chapters on planning, revision, sentence
construction, handwriting, spelling, and motivation. The use of the Internet in instruction is
addressed, and exemplary approaches to teaching English-language learners and students
with special needs are discussed. The book also offers best-practice guidelines for designing
an effective writing program. Focusing on everyday applications of current scientific research,
the book features many illustrative case examples and vignettes.
The Handbook for the New Legal Writer teaches the concepts and skills covered in the first-
year legal writing and research course in a way that meets the needs of today’s law students.
The coursebook’s focus is on showing, not telling, students how to write effective legal
documents using numerous examples and step-by-step instruction. The authors provide
practical lessons on the basic writing and research tasks attorneys perform daily and include
annotated samples written by judges, practitioners, and the authors. The text covers objective
writing, persuasive writing, legal research, and citation using a “handbook” format, allowing
easy access to key information. It also provides the option of using the book as a reference
tool later in law practice. New to the Second Edition: Updated and expanded approaches to
writing Questions Presented Expanded instruction on how to write shorter and less formal legal
memos to reflect an increasingly modern approach Dozens of new examples from recently
decided cases and additional examples of commonly prepared legal documents, including
objective memos, emails, letters, and motions A new, short chapter on the IRAC organizational
structure, guiding students on how to write law school exam answers and bar exam essays
Updated guidance on writing style and grammar to reflect an increasingly modern approach in
legal writing. For example, most Supreme Court justices now use contractions regularly and
use "since" interchangeably with "because" even though the vast majority of legal writing
textbooks advise otherwise. Professors and students will benefit from: Comprehensive
coverage of all first-year legal writing topics (predictive and persuasive writing, grammar and
writing style, professional correspondence, judicial writing, oral argument, research, and
citation)—allowing students to use one book for all two (or three) semesters Concise and
readable style that makes the book a “breath of fresh air” from other assigned law school
reading Easy-to-grasp concept of “anchors” that move new law students from effective case
reading and briefing to effective legal writing A multitude of annotated examples to show
students how to put their legal writing skills into practice and to illustrate how to write
commonly assigned documents, including objective memos, emails, letters, judicial opinions,
persuasive motions, and appellate briefs
Writing is an important skill that kids use almost every day. Whether they're working on a
school book report or writing about their everyday adventures, the Write it Right series has tips
and tricks that will help them become writing experts. Each book in this series includes a table
of contents, glossary, index, author biography, activities, and instructions.
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