OFrgA .
ool " °

e

In-company courses 2009
Proofreading for Business Success
(full day course)

« Do you want to be able to improve your own documents or
those written by other people?

Would you like to be able to spot and correct grammar or
punctuation mistakes in written material?

Are you concerned that your meaning may not be clear when
you write?

+ Do you rely on the computer spell and grammar checker to find
every error?

You will [ndl this course valuable if you answer yes to any of
these questions.

Even the most impressive document will have its credibility
undermined by mistakes in grammar, punctuation and spelling.

This course teaches some useful proofreading strategies for quickly
and effectively identifying and eliminating errors. This is a highly
interactive programme, delivered through discussion, group/individual exercises and examples.

Is it for me?

This course is for anyone who would like to develop their
proofreading skills.

Its aim is to help you develop your proofreading skills, so that you
can convey your messages clearly and concisely in writing and
make the appropriate impact on your readers.
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Benefits Programme

During this course you will learn:
Start: 9.30 am

« The key things to look out for when proofreading
Your problems and goals
A number of techniques for scanning documents when searching . )
for errors The importance of proofreading

. . ) « A process for proofreading
+ How to review a document to ensure that its message is

communicated unambiguously - Spotting mistakes: spelling,

punctuation and grammar
How to identify and rectify mistakes in written material.

Lunch: 12.30 pm

What to check apart from the text:

Course designer / presenter layout, house style etc
Jane Smith is the author of several successful books on management/business issues. Her works - Proofing on screen and on paper
have been consistently high sellers for publishers such as Hodder Headline, Kogan Page, Pearsons
and Longmans. She writes articles for the Training Journal and for handbag.com, the web « Processes for improving the
magazine for women. effectiveness of proofing: using
Jane runs training courses on business writing and speed reading for aruler, working in pairs, reading
avariety of clients, including a number of public service organisations, aloud etc
including: Scottish Government, Welsh Assembly Government, Greater
London Authority, Aberdeen City Council, Brighton & Hove City +  Looking for cuts and keeping the
Council, Chelmsford Borough Council, London Borough of Newham, sense

Torfaen County Borough Council, Winchester City Council, Welsh

Local Government, Learning & Skills Council (LSC), National Lotteries
Charities Board, Welsh Local Government Association, Wales Consumer
Coundil.

The final once-over

(lose: 4.30 pm

Costs

The total course cost comprises the basic course fee, plus a per head fee to cover course materials, plus
agreed trainer’s expenses.

This assumes that the client will provide: suitable premises (it's useful if we can discuss the room layout with
you before the event); refreshments/lunch; a flip chart; a screen; a laptop; a data projector (if necessary, we
can provide the last two items).

The basic course fee is £950 (full-day course).
« The fee for course materials is £5/participant (suggested maximum of 15 participants per course).

All costs are ex VAT @ 15%.

Guaranteed quality from Word Smiths

To book or enquire about this course, you can:

+ Use our online form at www.word-smiths.co.uk/in-company.php
Call 01873 857556

email info@word-smiths.co.uk
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