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Oxford A-Z of Better Spelling
Plain English is an essential tool for effective
communication. Information transmitted in letters,
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documents, reports, contracts, and forms is clearer
and more understandable when presented in
straightforward terms. The Oxford Guide to Plain
English provides authoritative guidance on how to
write plain English using easy-to-follow guidelines
which cover straightforward language, sentence
length, active and passive verbs, punctuation,
grammar, planning, and good organization. This
handy guide will be invaluable to writers of all levels.
It provides essential guidelines that will allow readers
to develop their writing style, grammar, and
punctuation. The book also offers help in
understanding official jargon and legalese giving the
plain English alternatives. This guide gives hundreds
of real examples and shows 'before and after'
versions of texts of different kinds which will help
readers to look critically at their own writing. It is
organized in 25 short chapters, which each cover a
different aspect of writing. Clearly laid out and easy to
use, the Oxford Guide to Plain English is the best
guide to writing clear and helpful documents.

Collins Good Writing Guide
The Oxford Guide to Style for Writers and Editors is
the essential manual for anyone who needs a
discerning guide through the innumerable choices
and complexities of editorial method. Based on the
house style of Oxford University Press, this book
replaces two highly successful titles, Hart'sRules
(OUP) and the Oxford Dictionary for Writers and
Editors. It combines, updates and expands these two
earlier titles to provide a fully comprehensive guide to
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the subject of editorial practice. With a new grammar
and usage section, alphabetic entries, and full crossreferences, it is bothauthoritative and easy to use. A
valuable guide for all those who use words
professionally or in their studies - from novice
proofreaders and trainee editorial staff to journalists,
authors, and thesis or dissertation writers - this book
aims to provide a one- stop reference with
comprehensive andhelpful advice.

A Workbook for Arguments
Uncover the rules, conventions and policies on
spelling, grammar and usage followed by the
journalists, contributors and editors working on the
Times newspaper.

A Dictionary of Biology
Oxford Guide to Plain English
Contains alphabetically arranged entries that explore
the origin, evolution, and social history of over three
thousand English language words.

Oxford A-Z of English Usage
This expanded twelfth edition of the bestselling guide
to style is based on The Economist's own updated
house style manual, and is an invaluable companion
for everyone who wants to communicate with the
clarity, style and precision for which The Economist is
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renowned. As the introduction says, 'clarity of writing
usually follows clarity of thought.' The Economist
Style Guide gives general advice on writing, points
out common errors and clichés, offers guidance on
consistent use of punctuation, abbreviations and
capital letters and contains an exhaustive range of
reference material--covering everything from
accountancy ratios and stock market indices to laws
of nature and science. Some of the numerous useful
rules and common mistakes pointed out in the guide
include: Which informs, that defines. This is the house
that Jack built. But: This house, which Jack built, is
now falling down. Discreet means circumspect or
prudent; discrete means separate or distinct.
Remember that "Questions are never indiscreet.
Answers sometimes are" (Oscar Wilde). Flaunt means
display, flout means disdain. If you flout this
distinction you will flaunt your ignorance. Forgo
means do without; forego means go before. Fortuitous
means accidental, not fortunate or well-timed. Times:
Take care. Three times more than X is four times as
much as X. Full stops: Use plenty. They keep
sentences short. This helps the reader.

The Glamour of Grammar
Plain English is an essential tool for effective
communication. Information transmitted in letters,
documents, reports, contracts, and forms is clearer
and more understandable when presented in
straightforward terms. The Oxford Guide to Plain
English provides authoritative guidance on how
towrite plain English using easy-to-follow guidelines
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which cover straightforward language, sentence
length, active and passive verbs, punctuation,
grammar, planning, and good organization. This
handy guide will be invaluable to writers of all levels.
It provides essential guidelines that will allow readers
to develop their writing style, grammar, and
punctuation. The book also offers help in
understanding official jargon and legalese giving the
plain English alternatives. This guide gives hundreds
of real examples and shows 'before and after'
versions of texts of different kinds which will help
readers to look critically at their own writing. Helpfully
organized into 21 short chapters, each covering a
different aspect of writing. Clearly laid out, and easy
to use,the Oxford Guide to Plain English is the best
guide to writing clear and helpful documents.

1001 Words You Need To Know and Use
Comprising 8 books in one, this compendium writing
guide is for all who aspire to improve their writing
skills, grammar, spelling and punctuation in one easy
step.

Collins Complete Writing Guide
Effective writing is a key to professional success.

Oxford Guide to Effective Argument and
Critical Thinking
Scientific Writing
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In Practical Strategies for Technical Communication,
Mike Markel gives students the essentials they'll need
to communicate successfully in today's workplace.
The book offers concise and accessible yet thorough
coverage of audience and purpose, research, style,
and document design, and strategies for designing all
of the major document types. For the second edition,
Markel has worked with organizations to choose
sample documents and annotate them with insights
and advice from the employees who developed them.
Throughout the text, a new set of engaging graphics
provides visual explanations of key concepts.

Plain Language in Plain English
Provides the history and usage of over eight hundred
catchphrases from the twentieth-century drawn from
television and radio shows, songs and music, films,
and books.

Writing for Dollars, Writing to Please
The Oxford Guide to Effective Writing & Speaking is
the essential guide for everyone who needs to
communicate clearly and effectively. It combines
practical advice on specific writing and speaking tasks
with detailed self-help chapters covering grammar,
spelling, and the writing process itself.

The Times Style Guide: An authoritative
guide to English usage
Over the last two decades, governments and
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companies around the world have been encouraged
to implement plain English in order to communicate
essential information in letters, documents, reports,
contracts, and forms in a more clear and
understandable way. The Quick Reference Plain
English Guide is a practical guide that explains how to
write, and communicate information clearly. It
provides guidance on how to write better letters,
memos, instructions, legal documents, and reports to
avoid being obscure, long-winded, and prone to
jargon. This guide teaches how to write plain English
using 20 easy-to-follow guidelines covering plain
words, sentence length, active and passive verbs,
punctuation, grammar, planning, and good
organization of points. Writing myths are also
explored and controversially exploded, such as 'You
must not start a sentence with but', and 'You must
not split your infinitives'.

Indlish
'New Hart's Rules' is a brand-new text that brings the
principles of the old text 'Hart's rules for compositors
and readers at the University Press' (first printed in
1893) into the 21st century, providing answers to
questions of editorial style for a new generation of
professionals.

Plain Language, Clear and Simple
This A-Z provides 1001 words you need to know to
make your writing and speaking effective, convincing,
and expressive. With clear guidance on choosing the
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right word, this book is essential for anyone wanting
to achieve greater success in written and spoken
tasks including essays, interviews, CVs and
application letters, reports, and more.

Lucid Law
Plain English is the art of writing clearly, concisely,
and in a way that precisely communicates your
message to your intended audience. This book offers
25 practical guidelines helping you to improve your
vocabulary, style, grammar, and layout to achieve
clear writing. It gives expert advice on all aspects of
the writing process: from avoiding jargon and
legalese, to organizing written information in print
and online. It also shows you how it's done with
hundreds of real examples, including 'before' and
'after' versions. All this is presented in an
authoritative and engaging way. Completely revised
and updated, this essential reference work is now
even more useful: the word lists have been expanded;
a new list of clichéd and troublesome words to avoid
has been added; and examples of real-life stories
have been replaced with more recent ones. An
improved design gives the book a fresh feel.

The Copyeditor's Handbook
This comprehensive and practical book covers the
basics of grammar as well as the broad brush issues
such as writing a grant application and selling to your
potential audience. The clear explanations are
expanded and lightened with helpful examples and
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telling quotes from the giants of good writing. These
experienced writers and teachers make scientific
writing enjoyable.

New Hart's Rules
Enraged polemic though this book may be, it is also
constructive,collected and funny. Where it is angry, it
is righteous anger because the evils it condemns if
left unchecked are likely to kill English as a truly
expressive medium for journalistic and business
writing in India. . . . This book may be the last hope
for reform.

The Oxford Dictionary of American Usage
and Style
Covers basic grammar, punctuation, spelling, and
idiomatic phrases of American English.

A Dictionary of Modern Legal Usage
Presents a hands-on guide to plain language writing
for government employees. The goal is to provide
effective service by telling people what they need or
want to know using language that is easily
understood and information that is organized in a
clear and logical way.

The Complete Plain Words
This handy guide provides crystal-clear help with
writing correctly and appropriately in everyday
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situations. Arranged alphabetically, the book contains
concise entries with guidance on individual words and
phrases, and longer entries on broader topics such as
overused words, bullet points, and avoiding sexist
language.

The Quick Reference Plain English Guide
Good spelling is fundamental to making the right
impression with any type of writing; reports,
homework, CVs, and letters all require correct spelling
in order to get the message across in clear and
straightforward English. Adaptable or adaptible?
Definite or definate? Delirious or delireous? What is
the difference between assent and ascent, dual and
duel, or forbear and forebear? How do you make the
plural of halo? Is it halos or haloes? Actually it's both,
but not so for potato, theplural of which is potatoes.
Knowing the difference between easily confusable
words, making plurals, and adding endings are just
some of the aspects of spelling that confront us with
endless pitfalls. This easy-to-use A-Z guide does what
no spellchecker can do: it gives immediate access not
only to individual word spellings but also to general
rules that will help you develop good spelling. The
book covers the topics in simple and helpful terms
and also offers advice on how to use apostrophes and
hyphens, and the differences between British and
American spelling. The core of the book is a list of
over 2,000 words laid out for quick and easy
reference. Based on evidence of misspelling gathered
from real situations, this guide is the most useful and
comprehensive help on spelling available. This new
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edition makes the benefits of the material more
explicit to the general reader: better organization of
the supplementary features, simplified and more
transparent design, additionaland updated content,
and more clearly written rules. One of a mini-series of
titles on spelling, grammar and punctuation, and
usage.

The Oxford Guide to Style
Including examples of real usage, this handy volume
provides clear information about grammar and
punctuation that we need on a day-to-day basis in
over 300 entries.Revised and updated, The Oxford AZ of Grammar and Punctuation offers accessible and
coherent explanations across a broad range of topics,
and is the first port of call for any reader seeking
clear, authoritative help with grammar and
punctuation. Both easy to use andcomprehensive, it is
an essential tool for writing at home, in the office, at
school, and at college.

Oxford Dictionary of Word Origins
Millions of us are professional writers without even
being aware of it. Everyday we write countless letters,
memos, instructions, legal documents, and reports.
And often this writing is criticized for being full of
jargon, or obscure, or long-winded, or just not in
"plain English." But what is plain English, and how
does one write it? The Plain English Guide offers downto-earth advice and twenty easy-to-follow guidelines
covering plain words, sentence length, active and
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passive verbs, punctuation, planning, and good
organization of points. Martin Cutts has probably
taught more writers about plain English than anyone
else. This book distills his knowledge and experience,
and is an essential guide for anyone who writes at
work, as well as students in business and professional
courses.

What Not to Write
Praise for the first and second editions: "The
Copyeditor's Handbook brims with valuable
information, good advice, and helpful suggestions for
novice copyeditors and experienced practitioners. It is
comforting to know that current and future
copyeditors will be able to turn to this handbook. I'm
placing this work, which fills a huge gap in the
literature, right beside my dictionary, and will highly
recommend it to all my colleagues and students."
—Alice Levine, Lecturer, The Denver Publishing
Institute, and freelance editor "A definite 'must have'
for the beginning to intermediate editor or author,
and even the experienced editor. An indispensable
reference tool." —Kim Hawley, President, The Chicago
Book Clinic "This is the book that every teacher of
editing has been waiting for: thorough, clear,
authoritative, up-to-date, and sane." —Beth Luey,
Director, Scholarly Publishing Program, Arizona State
University "This book warms the cockles of the
copyediting heart. It is thorough, useful, helpful, and
smart. And it fills a huge vacuum." —Constance Hale,
author of Sin and Syntax and Wired Style "An
excellent resource. The Copyeditor's Handbook should
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sit on every business editor's shelf, next to the inhouse style guide." —Erika Henik, Research
Publications Manager, Banc of America Securities LLC
"The first three chapters alone are worth the cover
price. It's a book that acknowledges an assortment of
vexing copyediting questions and offers multiple
answers to most of them."—Gary Hernandez,
Technical Communication "An excellent textbook to
teach the essentials of copyediting. An excellent
reference work for workplace writing."—Mark
Armstrong, Business Communication Quarterly
"Straightforward, sound advice for beginning or
intermediate copyeditors working with pencil or
online."—Priscilla S. Taylor, The Editorial Eye "Lays
out the copyeditor's obligations with humor, style,
and perspective."—Walter Pagel, Science Editor

Plain English at Work
How do you approach an essay or discussion
question? How do you review what claims others have
made and offer counter-claims? And how do you
weigh up the strengths and weaknesses of your own
argument before putting together a persuasive
conclusion? This accessible book takes you step by
step through the art of argument, from thinking about
what to write and how you might write it, to how you
may strengthen your claims, and how to come to a
strong conclusion. Engagingly written and featuring
useful summaries at the end of each chapter, this
new book offers easily transferable practical advice
on assessing the arguments of others and putting
forward effective arguments of your own. The book's
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strength lies in its clear guidance and the use of reallife arguments - both contemporary and historical and real-life essay questions from a variety of
disciplines across the humanities and social sciences.
These interesting, relevant, and often entertaining,
examples are used not to illustrate, but to make
essential points about what can be learnt, what
techniques can be borrowed, and what pitfalls to
avoid in the area of analytical thinking and writing.
The Oxford Guide to Effective Argument and Critical
Thinking is sure to improve the written work of any
student required to demonstrate the key skills of
critical writing and thinking. It is equally as valuable
for professionals needing these skills (e.g. journalists,
lawyers, researchers, politicians) as well as for
anyone who has a case to put forward and would like
to do so convincingly.

Oxford Guide to Effective Writing and
Speaking
This book seeks to change public and legal
writing—by making the ultimate case for plain
language. The book gathers a large body of evidence
for two related truths: using plain language can save
businesses and government agencies a ton of money,
and plain language serves and satisfies readers in
every possible way. The book also debunks the ten
biggest myths about plain writing. And it looks back
on 40 highlights in plain-language history. Professor
Joseph Kimble is a leading international expert on this
subject. Here is the book that sums up his important
work. His message is vital to every government
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writer, business writer, and attorney.

Oxford Guide to Plain English
Harvey S. Wiener shows how parents can encourage
their children to write with a home program that can
be used from preschool through high school.
Beginning with the building of attitudes, Wiener
moves through simple, varied and practical
experience with the written word. By setting up an
atmosphere in the home that encourages creative
written expression, coupled with a parent's guidance
in writing, children gain an outlook on writing that
builds confidence in their abilities to use language.
This new edition addresses many heated issues about
children's education and touches on today's critical
debates: parents' roles in school preparations, the
increased stress on writing assessment and
performance measures throughout a child's education
and across school sectors, and the debate over
phonics. A revised and expanded section called "Key
Books for Young Writers and Their Parents" will help
any family stock its shelves with useful books for a
home writing program. A new chapter discusses the
ubiquity of home computers and word processing
programs and assesses their positive and negative
influences on children's home learning experiences. In
addition, Wiener describes how to find the best
educational online resources and how to supervise a
child's work on the Internet. Furthermore, he
emphasizes the importance of collaboration--child and
parent, child and sibling--to help avoid computer
abuse and establish good computer practices. Finally,
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he integrates discussion on computers through the
text, and also offers writing exercises and samples for
children to obtain from Oxford's website.

The Oxford Guide to Library Research
A complete guide to clean, precise and
understandable legal writing So many books give you
advice that turns out to be hollow: "know your
audience," "structure your writing." The real strength
in Plain Language Legal Writing is how, throughout,
Stephens provides clear instructions on how to
accomplish what she's recommending. Instead of just
telling you to plan what you're going to write, she
walks you step-by-step through the planning. Instead
of telling you to consider your audience before
writing, she describes in detail the sorts of audiences
a legal document might have (more than you'd
expect!) and how to best meet their needs. Plain
Language Legal Writing will help you produce
documents that people are willing to read and able to
understand. More:
PlainLanguageLegalWriting.comOther versions: ebook

A Plain English Handbook
Fully revised and updated for the seventh edition, this
market-leading dictionary is the perfect guide for
anyone studying biology, either at school or
university. With more than 5,500 clear and concise
entries, it provides comprehensive coverage of
biology, biophysics, and biochemistry. Over 250 new
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entries include terms such as Broca's area,
comparative genomic hybridization, mirror neuron,
and Pandoravirus. Appendices include classifications
of the animal and plant kingdoms, the geological time
scale, major mass extinctions of species, model
organisms and their genomes, Nobel prizewinners,
and a new appendix on evolution. Entry-level web
links to online resources can be accessed via a
companion website.

Any Child Can Write
Oxford A-Z of Grammar and Punctuation
"The Workbook contains the entire text of the fourth
edition of the Rulebook, while supplementing this core
text with extensive further explanations and
exercises."

Style Guide
Outlines several resources and search strategies for
researchers, including encyclopedias, subject
headings, library catalogs, browsing, keyword
searches, citation searches, and published
bibliographies.

Plain Language Legal Writing
This book shows you how to write for customers and
clients in language thatâ€™s easy to understand. It is
a thorough companion to the writing process, with
Page 17/21

Get Free Cutts Martin Oxford Guide Plain English
comprehensive guidance and advice on
understanding your readers, planning and creating
your text, and presenting your words in a good
design.The contributor list reads like a whoâ€™s who
of plain language experts. Plain Language in Plain
English is a valuable resource for governments,
businesses, service providers, and professionals in
any field to improve their communication.From
organizational guidelines, literacy awareness, and
reader expectations, to effective speaking strategies
for presentations, Plain Language in Plain English, is a
comprehensive tool to have in your
â€œcommunication toolbox.â€

The Plain English Guide
Early in the history of English, the words "grammar"
and "glamour" meant the same thing: the power to
charm. Roy Peter Clark, author of Writing Tools, aims
to put the glamour back in grammar with this fun,
engaging alternative to stuffy instructionals. In this
practical guide, readers will learn everything from the
different parts of speech to why effective writers
prefer concrete nouns and active verbs. THE
GLAMOUR OF GRAMMAR gives readers all the tools
they need to"live inside the language"--to take
advantage of grammar to perfect their use of English,
to instill meaning, and to charm through their writing.
With this indispensable book, readers will come to see
just how glamorous grammar can be.

Writing at Work
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A comprehensive guide to legal style and usage, with
practical advice on how to write clear, jargon-free
legal prose. Includes style tips as well as definitions.

The Oxford Dictionary of Catchphrases
This handbook issued by the Securities and Exchange
Comm. (SEC) shows how you can use well-established
techniques for writing in plain English to create
clearer and more informative disclosure documents.
When drafting a document for filing with the SEC, you
must make sure it meets all legal requirements.
Chapters: what is a "plain English" document?;
knowing your audience; knowing the info. you need to
disclose; organizing the document; writing in plain
English; designing the document; time-saving tips;
using readability formulas and style checkers;
evaluating the document; reading list; the SEC's plain
English rules; and "before" and "after" filings with
notes.

Oxford Guide to Plain English
The Collins Writer_s Guide is the essential singlevolume guide for all who aspire to improve their
writing skills

Practical Strategies for Technical
Communication
A comprehensive, practical guide to writing and
speaking clearly, effectively, and persuasively shows
how to get one's point across; how to organize
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memos, letters, and reports; and how to remember
and deliver successful presentations. UP.
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