Chapter 11
Editing

Directions: Print this page. Then, use the standard proofreaders’ marks found in Figure 7-8 to edit the following paragraphs. Insert proper punctuation, correct misspelled words and grammar errors, insert paragraph breaks, and rewrite sentences to improve the structure as needed. After you have used proofreaders’ marks to indicate the corrections, rekey the paragraphs in proper form. Once you have finished, turn in both the rekeyed copy and the paper using proofreaders’ marks.
Sending out our monthly statements now occupies an excessive amount of our staffs time for 2 full days each month. When vacations holidays or sick days interfer with this proces, statements go out late resulting in late payments and serious cash-flow problems and the more our company grows the bigger this job will get and the greater the problem will be come. to remedy this situation I recomend that we consider outsourcing our billing to clancy & ramsey billing services. i've talked with Jill clancy and jason Ramsey and both are reputable, knowledgeable and dependeble. They now handle billing services for nearly fifty clients, and I have personally checked some of their reference I have also compared cr to other firms both for services and also for costs. please see the atached comparison chart for details Clearly it’s obvious the costs are reasonable especially when you consider the fact that we can then free our staff for 6 workdays a month. When you have had an opportunity to review the attached comparison chart please let's meet to discuss this.
