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	Spoken Text: There’s a popular saying among writers that writing is rewriting. In this section while we do make a distinction between rewriting and revising, the spirit of the saying is still true--it’s rarely a good idea to lead with your first draft.
	Spoken Text: When you think of a re-write, think of throwing out what you’ve done and starting again from scratch. When you think of revising, think of making changes or corrections to an already existing draft. In this chapter we focus on making those types of changes by looking at editing as a three-step process.
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	Spoken Text: Step one is the structural edit, Step 2 is the copy edit and step three is the proofread





	Spoken Text: Step one Includes the structural edit, also known as the substantial edit. Here you focus on making sure your ideas make sense and that the order is logical at a paragraph level. 
	Spoken Text: Step two is the copy edit. Here the focus is on the sentence level, ensuring things like subject-verb agreement and correcting any other grammatical or punctuation errors. 
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	Written Text: Ideas and logic at the paragraph level
	Written Text: Correct grammar and errors at the sentence level
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	Spoken Text: Step three is the proofread, which assumes the document is already as correct as can be. During the proofread you ensure things are in their proper places and that any typos or other inaccuracies are corrected. 


	Spoken Text:This section also gives an overview of some of the more common revision tools that seasoned and novice writers alike can easily use to improve their documents. This includes things like, dictionaries, spell checkers, style guides and proofers marks among others.
	Spoken Text: Once you’ve had the chance to practice your revision skills using the three step process along with the relevant revision tools, you will be well on the way to creating documents that are professional and polished.
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1. TITLE SCREEN

2. OVERVIEW
There’s a popular saying among writers that writing is rewriting. In this section while we do make a distinction between rewriting and revising, the spirit of the saying is still true--it’s rarely a good idea to lead with your first draft.

3. REWRITING VERSUS REVISING
When you think of a re-write, think of throwing out what you’ve done and starting again from scratch. When you think of revising, think of making changes or corrections to an already existing draft. In this chapter we focus on making those types of changes by looking at editing as a three-step process.

4. THREE STEP REVISION PROCESS
Step one is the structural edit, Step 2 is the copy edit and step three is the proofread

5. STRUCTURAL EDIT
Step one Includes the structural edit, also known as the substantial edit. Here you focus on making sure your ideas make sense and that the order is logical at a paragraph level. 

6. COPY EDIT
Step two is the copy edit, also known as the line edit. Here the focus is on the sentence level, ensuring things like subject-verb agreement and correcting any other grammatical or punctuation errors. 

7.PROOFREAD
Step three is the proofread, which assumes the document is already as correct as can be. During the proofread you ensure things are in their proper places and that any typos or other inaccuracies are corrected. 

8.COMMON REVISION TOOLS
This section also gives an overview of some of the more common revision tools that seasoned and novice writers alike can easily use to improve their documents. This includes things like, dictionaries, spell checkers, style guides and proofers marks among others.

9. REVIEW
Once you’ve had the chance to practice your revision skills using the three step process along with the relevant revision tools, you will be well on the way creating documents that are professional and polished.
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