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COURSE INTRODUCTION / OVERVIEW:

In today's competitive business landscape, the quality of written communication directly reflects an organization's
professionalism, credibility, and attention to detail. Flawless corporate publications are not just a matter of good
grammar; they are a strategic asset that builds trust with clients, stakeholders, and the public. This intensive training
course is meticulously designed to elevate participants' skills from basic error-checking to a sophisticated level of
professional editing and proofreading. We delve deep into the principles championed by authorities like William Zinsser in
his seminal work, "On Writing Well," focusing on clarity, simplicity, and humanity in corporate writing. This program
moves beyond automated spell checkers to instill a deep understanding of structural editing, stylistic consistency, and the
nuances of tone. At BIG BEN Training Center, we provide a comprehensive framework for transforming any
document—from annual reports to digital content—into a clear, concise, and compelling piece of communication that
achieves its intended purpose and upholds the highest standards of corporate excellence. This course is the definitive

guide for professionals seeking to master the art and science of perfecting written materials.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Communications Specialists and Managers.

e Marketing and Content Creation Professionals.

e Public Relations Officers.

o Administrative Assistants and Executive Secretaries.

e Technical Writers and Documentation Specialists.

e Human Resources Professionals responsible for internal communications.
e Project Managers and Team Leaders.

¢ Anyone responsible for reviewing or signing off on official documents.

e Legal and Compliance Assistants.
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TARGET SECTORS AND INDUSTRIES:

e Financial Services and Banking.

Legal Firms and Corporate Legal Departments.

e Healthcare and Pharmaceutical Industries.

e Technology and Information Technology Services.

e Engineering and Manufacturing.

e Consulting and Professional Services.

e Government Agencies and Public Sector Organizations.
e Non-Profit and Non-Governmental Organizations.

e Media and Publishing Houses.

TARGET ORGANIZATIONS DEPARTMENTS:

e Marketing and Communications.

e Public Relations and Corporate Affairs.

e Legal and Compliance.

e Human Resources and Internal Communications.
e Research and Development (R&D).

e Executive Administration.

e Sales and Business Development.

Quality Assurance and Control.
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COURSE OFFERINGS:

By the end of this course, the participants will have able to:

¢ Distinguish between the different stages of editing, including developmental, line, copyediting, and proofreading.

Apply advanced grammatical and punctuation rules with confidence to eliminate errors.

¢ Analyze and improve document structure, flow, and readability for maximum impact.

e Develop and implement a corporate style guide to ensure consistency across all publications.

o Edit for a specific tone of voice that aligns with the organization's brand identity.

e Proofread various types of corporate documents, including reports, proposals, and marketing materials.
o Utilize professional proofreading marks and digital editing tools effectively.

e Provide constructive feedback to writers in a clear and professional manner.

e Manage the editing workflow efficiently to meet deadlines without sacrificing quality.

e Enhance the clarity and conciseness of complex technical and business information.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and engaging,
ensuring that participants can immediately apply their learning in a real-world context. We move beyond theoretical
lectures to a hands-on workshop environment where learning is achieved through doing. The course heavily features the
analysis of real-world case studies, examining both well-edited and poorly-edited corporate documents to identify key
principles and common pitfalls. Participants will engage in numerous individual and group exercises, including live editing
sessions, peer review activities, and proofreading challenges. These interactive sessions are designed to build practical
skills and confidence. Our expert instructors facilitate dynamic discussions, encouraging participants to share their unique
challenges and experiences. A significant portion of the course is dedicated to providing personalized feedback on
participants' work, allowing for targeted improvement. This blended approach of expert instruction, collaborative

problem-solving, and practical application ensures a comprehensive and lasting learning experience.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: THE FOUNDATIONS OF PROFESSIONAL EDITING

UNIT TWO: MASTERING GRAMMAR, PUNCTUATION, AND SYNTAX

The distinction between editing, copyediting, and proofreading.
Understanding the editor's role and responsibilities in a corporate setting.
Common types of errors in business writing (grammatical, syntactical, factual).
Introduction to major style guides (e.g., AP, Chicago).

The psychology of reading and how it impacts editing decisions.

Establishing a systematic approach to reviewing documents.

Tools of the trade: an overview of essential software and resources.

Advanced grammar review: complex sentences, subject-verb agreement, and pronoun usage.

Mastering punctuation: commas, semicolons, colons, and apostrophes.
Correcting common syntax errors like dangling modifiers and parallel structure.
Ensuring consistency in capitalization, hyphenation, and numbering.

The impact of sentence structure on clarity and rhythm.

Techniques for simplifying complex sentences without losing meaning.

Exercises in identifying and correcting sophisticated grammatical errors.

UNIT THREE: STYLE, VOICE, AND CLARITY

Developing and enforcing a corporate style guide.
Editing for a consistent brand voice and tone.
Techniques for enhancing clarity and conciseness.
Eliminating jargon, clichés, and redundant language.
Adapting content for different audiences and platforms.
Principles of plain language in business communication.

Fact-checking and ensuring the accuracy of information.
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UNIT FOUR: EDITING SPECIFIC CORPORATE DOCUMENTS

o Strategies for editing annual reports and financial statements.

Proofreading marketing collateral, press releases, and web content.

Reviewing technical manuals and internal policy documents.

Editing business proposals and formal correspondence.

Ensuring clarity and precision in legal and compliance documents.

Techniques for editing presentations and speeches.

Collaborative editing using track changes and other digital tools.

UNIT FIVE: THE PROFESSIONAL EDITING PROCESS AND QUALITY CONTROL

e Managing the end-to-end editing workflow from draft to publication.

Time management and prioritization for editors with multiple projects.

Giving and receiving constructive feedback effectively.

The art of querying authors and resolving ambiguities.

Final quality assurance checks before publication.

Legal and ethical considerations in corporate editing.

Creating a personal professional development plan for continuous improvement.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

In an age of Al-powered grammar checkers, what is the irreplaceable value of a human editor in preserving a company's

unique voice and strategic intent?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by focusing on the strategic function of editing within a corporate context, rather than
treating it as a purely mechanical task. While many programs concentrate solely on grammatical rules, we emphasize how
editing and proofreading directly support business objectives, enhance brand reputation, and manage risk. Our
curriculum is built around the principle that every document is a strategic asset. We teach participants not just how to
correct errors, but how to analyze content for its effectiveness in achieving a specific goal, whether it's persuading a client,
informing stakeholders, or motivating employees. The course uses real-world, anonymized corporate documents as case
studies, providing unparalleled practical experience. Participants learn to navigate the complexities of maintaining a
consistent brand voice across diverse materials, from technical reports to social media updates. Furthermore, we dedicate
significant time to the "soft skills" of editing, such as providing constructive feedback and collaborating with writers,
which are crucial for success in a corporate environment. This holistic approach ensures graduates are not just

proofreaders, but strategic partners in corporate communication.
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