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What Is colonoscopy?

Colonoscopy is a test, which allows the

doctor/nurse endoscopist to look diractly at the
lining of the large bowel (colon).

Before the examination

Prior to coming to the endoscopy unit for your
colonoscopy you will be sent Information about
taking bowel preparation in the post or be given the
preparation when you come to the unit to make your
appointment. It is necessary for you to take strong
laxatives (bowel preparation) to remove stool from
the colon so that the doctor/nurse endoscoplst can
see clearly. The diet regime you need to adopt and
how to take the bowe! preparation prior to your
colonoscopy Is explained In the ‘Bowel Preparation’
sheet. On the day of your colonoscopy, If you feel
the bowel preparation has not worked, for whatever
reason, please let one of our nurses know.

If you are a diabetic, it is important that you contact
the endoscopy department as soon as you recelve
your appointment letter. There is a special regimen
to follow to ensure you maintain control of your
diabetes. We will also arrange for your appolntment
time to be changed to as early in the morning as
possible to enable you to restart your normal
diabetic medication doses.




NetworkRail

Major disruption at London Bridge this evening
15th October

There is major disruption at London Bridge station this evening. The station is extremely busy with
crowding expected.

The disruption is due to the need to examine the lines after a person was reported to have operated a

door egress and alighted from the train outside London Bridge station. Disruption will continue until
close of service with delays of 40 mins / train

Check before you travel at nationalrail.co.uk




a person was reported to have operated a

door egress and alighted from the train




Your husbang’s age
I'M ASTOUNDED! .
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END THE
CAGE AGE

CAGED FARMING
CRUEL. UNECESSARY.

HISTORY.

mpaign has a simple aim:

78 countries in Europe.
life of needless suffering.

and ambitious ¢@

Our bold
end caged far
No animal should be conf

James West, Comp055ion's Cage Age compaign manager,

reporls.
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WHAT'S TO BE DONE?
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COPYEDITING

] SPACEAND TIME
] LEAD WITH YOUR LEAD
_] NUDIENCE FIRST




_] GETYOUR FACTS RIGHT
_] SAVEFACE
_] BECONSISTENT
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heavy  embroidery
needle with a tap-
estry point size 14
Begin by marking
the centre of the

basting stitches. The
diagram gives a sec-
tion of the crossed
borders which as you can see from the photo-
graph, compose the design. The centre length-
se is marked by arrow A which should
coincide with the basting stitches. The diagram
also shows the arrangements of the stitches
on the squares of fabric represented by the
le background lincs.
n is worked over the counted
s of fabric following the diagram and
r key for the embroidel
Commence_centra
of fabric 4 inches from low
sares from basting stitches and work the
ight-hand _side of fabric

s narrow end

en on

the part in bracket B upwards from
the beginning once more, then work the small
motif ~ bracket upwards
completes the narrow central border between
the crossed broad borders. Work this whole
Continued on page 34

Worry and upsets between husbands
and wives so frequently arise through
lack of knowledge of modern family
planning. “Planned Families are
Happy Families ** deals frankly with
many of the questions which too often
have to go unanswered, and can help
to resolve one of the commonest
problems in married life. Every
married couple should have a copy.
Youcangetyours now—absolutely free.

FREE! POST COUPON NOW

o: H.F. Booklets Limited,

12 Oval Road, London, N.W.1.
:
% Please send me, under plain cover, a free copy
£ of “Planncd Familics are Happy Families.”
I am married or about to be married.
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WOOLS

Studley wos value for money wools cut the
cost of knit

withstand hard wear and repeate

Obtainable
In case of diff

JAMES BROWN (Studiey
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TOP TIPS FOR CUTS 1

® REPEATED INFORMATION
® IRRELEVANT INFORMATION
* PADDING AND JARGON

® COMPLEK SMALL PRINT




TOP TIPS FOR CUTS 2 '—

® CLICHES

® NONSENSICAL QUALIFIERS '
® EXGESSIVE ADJECTIVES AND ADVERBS
* PASSIVE VOICE ;




TOP TIPS FOR CUTS 3

® MISSION STATEMENTS
® CONTACT DETAILS
® CHARITY REGISTRATIONS




SPAGE AND TIME

S

WARI [IN )
NAITING PASSENGERS

PLEASE BE AWARE THAT, AT

BUSY TIMES, YOUR BUS MAY

NOT BE ABLE TO GET ONTO
THE CORRECT STAND.

IF THE STAND THAT YOUR BUS s
USUALLY SERVES IS BEING USED BY
ANOTHER BUS, PLEASE CHECK THE lgg ,

OTHER STANDS IN CASE YOUR SERVICE |

IS USING ONE OF THEI1 AS AN
ALTERNATIVE.

MANY THANKS

HORSHAM BUS CONTROLLER




NEW Charlie Bigham's indulgence for 1 @

charliebigham <charliebigham@bighams.com> : '

Hello,

Ever since 1006 my team of chefs and I have been making lovely food in our own big kitchen on the outskirts of London. We've had lots of feedback from customers
over the vears and it really has been invaluable. It's definitely helped us make our dishes even more delicious — so thank you! It's with great pride that we will be
celebrating our 20th anniversary next vear...

I'm a firm believer that sharing food is one of life’s great pleasures, but I also appreciate that sometimes a bit of indulgence on your own hits the spot. Lots of vou
have written in asking us to make our dishes in single portions. I'm delighted to say that four of our most popular recipes will be available in single portions in 3
selected Waitrose stores from today (and on Ocado very soon). Do let us know what vou think of our Fish Pie, Lasagne, Macaroni Cheese and Moussaka for one.

EKEB cl sE (Have a look here for further details on each of them.)

‘We hope yvou continue to enjoy all our food.

Charlie

P >

Whilst we hope you find these emails useful, if you'd like to unsubscribe, you can do so at any time here.




AUDIENGE FIRST What THEY What YOU ’
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for training course Fwd: Tongue Tied Translation Services

n“nIENcE o :

My name is Richard Hale and | am Managing Director at Tongue Tied (Manchester) Ltd, a language agency that provides specialist translations from and into any

language. Formed in 1989, Tongue Tied has built up an enviable global network of over 6500 highly qualified, experienced and carefully chosen translators who
FI n ST are experts in their particular field. Today we provide tailor-made language solutions, in even the most specialised of subject areas, for more than 1000 clients, big

and small, from Coca Cola, The Football Association, First Choice, Philips, BUPA and Bodycote to our local Italian restaurant.

If you visit our website you will see how our clients value our speedy, accurate and reliable service at fair prices, however, what makes Tongue Tied different is that
our translators:




Continued disruption to Southern and
Thameslink services from London Bridge
station today - 19 July

T ge are be 1 orc
Southern and Thamaslink passengers ars advised to chack bafors they traveland uss trains
from London Victorla or London Blackfriars to get to East Croydon instead of London Bridge.

AUDIENCE FIRST

rav
Southern service summary:



GET YOUR
FACTS RIGHT

NAMES, DATES, QUOTES, FIGURES, LINKS

ﬁ Telegraph News +%. Follow

Imams will have to register and face
security vetting under Home Office plans
tgr.ph/1imkEYX

g 4 HONLACHEQ




See full 2015/16 classical season

SOUTHBANK
CENTRE

Exquisite French favourites and a beautiful new venue

his month, our resident orchestras perform music by composers who broke
new g'OLl'\d n mMusic composition.

The London Philharmonic Orchestra perform pieces by French impressionists
Ravel and Debussy, London Sinfonietta play a provocative masterpiece by
Stravinsky, and the Philharmonia Orchestra present music by the always
surprising and convention-defying Haydn and Nisisen

There are further opportunities to expernence concerts at St John's Smith
Square as Viktoria Mullova and Kstia Labeque bring their expert partnership
to classic and contemporary composers, and pianist Lukas Geniusas performs
Beethoven and Brahms in the new year

Browse the whole 2015/2016 season

Classical highlights
Viktoria Mullova and Katia Labeque
International Chamber Music Series
Fri 6 Nov
St John's Smith Square

Acclzimed playing

nense Frafres.

Book tickets J find out more

Orchestra of the Age of Enlightenment T it
Schiff's Schumann ' ~
Tue 10 Nov
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'f [JROASTED |
"7 1 VEGETABLE[ =
SAVE FACE ;- WHOLEGRAIN

' BROWN BASMATI RICE
SPELLING, PUNCTUATION, GRAMMAR... 0

- lilda !

with a delicate hint of herbs,
beautifully compliments the
natural goodness of

Wholegrain Basmats.

‘ >

( GLUTEN FREE | £

Per 125g serving

"J Saturates | Sugars
&\S

" of an adult's reference intake
Typical values per 100g: Energy 503 kj / 119 keal




Delicious roasted vegetables
with a delicate hint of herbs,

| beautifully compliments the

natural goodness of

Wholegrain Basmata.




Match of the Day @
@BBCMOTD

8+ Follow

Right! We’re handing over the reigns to the
OTHER football with The NFL Show now on
@BBCOne...

Get involved #BBCNFL :

s= BBC Sport

: V L ) T 1 { - B & 1.7
AT S < 2
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SHUROPODY &

heaith and beauty for your feet

DO YOU SUFFER
FROM FOOT, KNEE,
HIP OR BACK PAIN?

Our Orthotics could help
relieve pain in various
parts of the body.

ORTHOTIC
ASSESSMENT
AVAILABLE
TODAY

ORTHOTICS
FITTING CENTRE
Quick simple Orthotic
Assesment available in store
today. Off the shelf and fully
Custom Orthotics available.




i ORTHOT)|Cg
FITTING CENTRE

Quick simple Orthotic
Assesment Available in store

foday. Off the shelf and fully
Custom Orthotics available.




..PAGE NUMBERS, CAPTIONS,
CROSS REFS, “LATIN”

Department
for Work &
Pensions

Strategic Communications Team Leader
Department for Work and Pensions |
Westminster

Quo dicta principes patrioque et, mea velit probatus
in. Ea nec autem modus forensibus, eius atqui per
eu. Nec sale quaerendum ut, nam an prodesset.
Find out more & apply »




Dear Liz,

Have you visited the brand new Green Party Gift shop? With a view to promoting our
message, we’ve created fun, fashionable merchandise with origins in mind.

All of our products are made from sustainable textiles in an ethical accredited wind-
powered factory and printed in the UK. They are transported by ship, not air, and we
know exactly where our garments come from - and so can you with this award winning
traceability map provided by our partners at Rapanui (include link to map).

We are selling a range of products from organic t-shirts and tops to sweaters and
hoodies, as well as our lovely tote bags (the new 5p plastic bag charge is a big step
towards reducing waste and protecting our environment - these 100% organic cotton tote
bags for life are the perfect alternative).




know exactly where our garments come from - and so can you with this award winning
traceability map provided by our partners at Rapanui (include link to map).




BE CONSISTENT

BRAND AND HOUSE STYLE

The RNU
ang guidelines » Brand quidelines =L

HOME ABOUT US FIND WY HOW TO LATEST
NEAREST SUPRORT us AUNCHES

at saves lives at sea

is the charity th

\ome > Biand 8
BRAND '-’_w‘_\\\'_.ELlHES A" L
Written and visual - ;
quigelines AEQQEEQHLQELMEQEQ
RHL nousestyle
Accessiniity P
RO
\adies’ lifeboat guild
Leicester Ladies' Lifeboat Guild (initial upper case)
put
the ladies’ \ifeboat guild raised 1015 of money (lower c&
See capitals i_groups‘; and pranch
Lean not LEAN

jeamed rather than jearnt

urecraft oné word

less SE8 seyer and 1853

ieis!

Jiaise not liase
cence noun (permi

W ssion oF perm\t): driving
license yerb (10 perm\t ar allow)
lifeboamifehoats

Not Lifehoat ot \ife:
| for jifenoats W

poat of \ife-boat: exCe,
Use lower case nen wit

all-weathel fifepoat



GCOPYEDITING SUMMARY

_] SPRCE AND TIME - DON'T WASTE YOUR WORDS
] LEAD WITH YOUR LEAD - WHAT'S THE POINT?
] RUDIENCE FIRST - NO MORE ME, ME, ME




PROOFREADING SUMMARY

_] GETYOUR FACTS RIGHT — BE ACCURATE
_] SAVE FACE - BE PROFESSIONAL
_1 BECONSISTENT - BE RECOGNIZED




THE WEEKLY WORLD EDITION OF T Thie Daily Telegraph AND The Sumdag Telegraph

-— e

~ The Telegrap

A day filled with romance, pageantry and playfulness is sealed with a kiss

T W
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GCONTEXT

Qfama bm Laden IS dead
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| better should be

Vomiting.
Ulcers. .
Hearing loss.

Thws 15t what,

Colds are
never a 4
good look . f

Help sharten your cold with ColdZyme

Available at larger Boots @
pestiafraad

T



Vomiting.
Ulcers.
Hearlng loss

Five-year-old Harley dealt with aggressive cancer just like his favourite
superheroes — fighting bravely through months of treatment, even though
he was often left feeling sick and weak.

But curing a child of cancer shouldn't be this harsh. Will you give £3 today.
to help fund cures and kinder treatments for children like Harley?

Ry \/,
Text KIND3 to 70200 and give £3 to help fund

i i 2’ C
cures and kinder treatments for children’s cancers. AR

RESEARCH UK
KiDs 2 TeeNs

WE WILL BEAT CHILDHOOD CANCERS SOONER.

AL R Bl L e N

T A B TIR  ATR

Colds are
never a
good ook

D
ColdZyme

nygainst
common cold

D

IAND gy
29l

AN

e

fay l COMIZYME £0 4%

Help shorten your cold W|th CoIdZyme

Yihen you have 4 ool0 you never i
option, ColdZyme® Mouth Spray
4 protective barrer in your mouth 1o hefp
million doses used last year, in Sweden o
4t the first signs, Helping you to get back 1o ‘“ g your beaut

Available at larger Boots

Shop online at boots.com let’s feel good
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EVENT S .=

PROJECT/EVENT | P, Blg
ORGANIZER Ot <
)\ @A 3"_

PROJECT PHASE
PHASE 1

PHASE 2
PHASE 3

BEFORE YOU START

QCTOBER NOVEMBER

Fls|sim|T|w/T

T
1.2 3 4 3
® ROLES DEFINED AND ACCEPTED AREPHRRHEHE
153 14 16 17 18 19 10 11 12 /13 1:
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® SCHEDULE UNDERSTOOD AND AGREED e
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WORKFLOW Y/N | Notes

phOtos frc
S/agencies

Creative/Pub briefs received
Project number allocated
Schedule agreed

Quotes in

Prices agreed

Suppliers booked

Content created/sourced
Photos
lllustrations
Title
Contents
Foreword
Introduction
Main text
Headings/Subheads
Box/panel text
Tables
Pull quotes
Captions
Labels
Headers
Footers
Page numbers I
Refs, footnotes, endnotes
Author credit |
Photo credits 3
[CTA ?
DPA statement(s)
GiftAid statement
Charity strapline
Any other statements
Charity numbers
Web address
nm I Email address
\k 2 — | Twitter handle/hashtag
Column widths — | Phone number
feaks\aw\ | Postal address
ohans ang vo— \k!\ Source code
Date, version, edition

YOUR TOOLS

IN THE THICK OF IT

® WORKIN THE RIGHT ENVIRONMENT
® FOLLOW YOUR CHECKLISTS
® GET A SECOND OPINION - BUT NOT JUST ANY

| HIGHLIGHT ANY
| MISSING/TBC CONTENT

e




Copy editors and proofreaders
a subgroup of LinkEds & writers

Discussions Promotions Jobs Members Search
Where Do You Place Punctuation Marks in Relation 2
to Quotation Marks? A

John Massaro, J.D.
Author; Football Coach; Writer-Ghostwriter-Researcher; Proofreader-
Copy Editor; Teacher-Tutor; Personal Trainer

Do you place punctuation marks inside quotation marks, where they
are commonly placed, or do you place them outside quotation marks oy
where they logically should be placed?

An example of the former is P
+Follow John

My favorite book is "Gone With the Wind."

® YOUR NETWORK

My favorite book is "Gone With the Wind".
eg today, Linkedin, Twitter

|
. P“BIISHEB “n“SESTles ® Dale Silverman likes this 5

W 33 comments - Jump to most recent comment

eg The Writer, Guardian, Telegraph, RNLI e
b

Carlson-Bradley Editing Services, Professional Freelance Editing and Writing

It all depends. If you're editing in U.S. style, the convention is to place commas and periods within

. Martha the quotation marks: "Title of Work." If you're editing in UK style, the convention is to place the
GEEK a“lnEs punctuation outsside: "Title of Work". See sections 6.1 to 6.11 in the 16th edition of The Chicago

eg “My Grammar And | (Or Should That Be Me?)”
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COPYEDITING &
ROOFREADING

YOU'RE THE EXPERT

2.
: -
_@ Liz Cook, Oct 2016
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