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Written by an experienced teacher and practitioner, this book provides students of vocational aspects of sport and recreation with
the knowledge and insight required to successfully enter the industry.
Readers develop the Microsoft Word 2013 skills for academic and career success with this latest edition from the popular New
Perspectives Series. Updated with all-new case-based tutorials, NEW PERSPECTIVES MICROSOFT WORD 2013,
COMPREHENSIVE ENHANCED EDITION continues to apply MS Word 2013 skills to real situations that fully demonstrate the
relevance of concepts. A proven learning approach emphasizes critical thinking, problem-solving, and in-depth coverage. A new
Troubleshoot case problem enhances analytical skills, while a new tutorial on Managing Your Files helps readers navigate
Windows 8. Readers discover success with MS Word 2013 as NEW PERSPECTIVES MICROSOFT WORD 2013 emphasizes the
value and application of what they are learning. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Access 2007 Programming by Example with VBA, XML, and ASP shows non-programmers how Access databases can be
created, managed, and customized with Visual Basic for Applications (VBA) — a powerful programming language built into Access.
Hundreds of hands-on examples and projects throughout the book show users how to take charge of their Access databases with
programming. Learn how to Write and debug your programming code with the Visual Basic Editor; access and manipulate
databases with Data Access Objects (DAO) and ActiveX Data Objects (ADO); use the Data Definition Language (DDL) to enforce
data integrity and manage database security; modify the behavior of forms, reports, and controls by writing event procedures;
publish dynamic Access data to the web using Active Server Pages (ASP) and Extensible Markup Language (XML); and work with
the new features for tables, forms, reports, macros, and templates that are available in the Access 2007 user interface.
Standards-based learning just got a lot easier This new version of the Common Core Companion provides a Smart Chart Index for
all states implementing state-specific ELA standards. This index allows you to see in an instant which of your standards are the
same as CCSS, which differ and how—and which page number to turn to for standards-based teaching ideas. Beyond that? It’s the
same great go-to guide for implementing the standards, translating each and every standard for reading, writing, speaking and
listening, language, and foundational skills into the day-to-day “what you do.”
The Letter F: The Process of Civilly Changing Sex documents and chronicles the actual process of changing ones sex from male
to female in the eyes of the state. Further, it opens a political conversation around changing our notion of sex through a functional
civil discourse around bodies, identities, and personhood. Containing texts of actual correspondence between the author and both
corporations and government agencies, this work details not only the means of a civil sex change, but also the repercussions of
the higher-order problems intrinsic to such a metamorphosis. Rigorously honest, combining accessible prose with academic
integrity, this work exposes bedrock on which we can build a new platform of basic human rights for all Americans, regardless of
sex or gender.
This text is designed to meet the needs of students in medical assisting who are studying the administrative portion of the
curriculum, as well as students in transcription, coding, and related programs. This competency-based textbook provides a wealth
of guidance for administrative skills. The text covers the "front office" topics: scheduling, billing, coding, bookkeeping, office
management, and insurance issues. Helpful pedagogy, including Key Terms, a Glossary, and Critical Thinking Challenges
familiarize students with the material and help with problem-solving. The ancillary package includes an Instructor’s Resource Kit
with an Instructor’s Manual and Resource CD-ROM, as well as a student study guide. Visit
http://connection.LWW.com/go/molleadmin for more information.
Is tax season at your firm a head-long scramble to the finish line? Do you want to start your next tax season with a system that
reflects thoughtful planning and training? Get fresh insight into tax preparation—and very likely result in significant improvements to
your current system. You will learn to analyze your existing tax season system and target problems so that work will be more
efficient, errors will decrease, and personnel, including you, will feel less stressed. Most importantly, a well-run tax season will
make your clients happier and more loyal. Every firm has a tax season system, whether documented or not. Tax season
management expert Edward Mendlowitz shares specific ideas for improving each aspect of your system, including how to Staff
creatively with seasonal staff, interns, and by outsourcing Maximize the effectivness of the tax organizers you send to clients
Communicate effectively with clients about the value of your service Use pre-year-end planning to develop tax and financial
planning opportunities Empower your preparers to do more return work Make reviews run smoothly Conduct a post-tax season
assessment of your process Bill for the real value of your return preparation—and even increase your fees Numerous sample
checklists, letters, charts, and Excel tax comparison worksheets will help you implement this guidance in your next tax season.
Having a world-class tax department is possible for every firm, and this resource will help you make that goal a reality. Topics
Discussed: Improving tax season system Tax return preparation processes Managing seasonality issues Staffing solutions Getting
the most out of technology Year-end planning for tax clients Staff tax training program Assignment scheduling Client appointments
Preparation and review Billing Determining fees E-filing Extensions Tax auditsClient satisfaction, retention and referrals
Packed with essential forms, letters, charts, and checklists, this easy-to-use kit offers solutions for virtually any leadership
or administrative challenge that elementary school principals commonly face.
Special edition of the Federal Register, containing a codification of documents of general applicability and future effect ...
with ancillaries.
When policymakers are in need of economic advice, professional economists are never far away. Policymakers,
journalists, and citizens all rely on experts to explain various economic developments and policy proposals. While it is
fortunate that experts are close at hand, those concerned with choosing or evaluating economic policies should
themselves have an understanding of how the economy works. Unfortunately, many policymakers and interested citizens
currently lack such knowledge; and they need to know at the least the basics of macroeconomics to make informed
decisions on their own. In this insightful book, Charles L. Schultze employs an imaginative format for explaining to busy
policymakers and citizens how the economy works and what issues are likely to affect macroeconomic policy. He
imagines that the next president has promised to devote one hour a week to learning about key economic principles and
has asked the chairman of the Council of Economic Advisers for instruction. The book is written as a series of memos to
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the president on the principles and policy issues that should be understood before making macroeconomic policy
judgements. A former chairman of the Council of Economic Advisers himself, Schultze clearly explains the key
relationships as a background for policy decisions—relationships among domestic and foreign economic forces, and
government policies and economic outcomes. The memos rely heavily on the use of real-world examples from recent
economic events and policy debates. They focus principally on such policy-related issues as inflation, unemployment,
long-term economic growth, and the flow of international trade and capital. The series of short, easy-to-read memos is
divided into three groups: the first presents the background, explaining why it is particularly important for policymakers to
distinguish between those economic forces that affect total demand in the economy and those that affect total supply; the
second addresses the problem of economic stability; and the third looks at long-term economic growth.
Information security teams are charged with developing and maintaining a set of documents that will protect the assets of
an enterprise from constant threats and risks. In order for these safeguards and controls to be effective, they must suit
the particular business needs of the enterprise. A guide for security professionals, Building an Effective Information
Security Policy Architecture explains how to review, develop, and implement a security architecture for any size
enterprise, whether it is a global company or a SMB. Through the use of questionnaires and interviews, the book
demonstrates how to evaluate an organization’s culture and its ability to meet various security standards and
requirements. Because the effectiveness of a policy is dependent on cooperation and compliance, the author also
provides tips on how to communicate the policy and gain support for it. Suitable for any level of technical aptitude, this
book serves a guide for evaluating the business needs and risks of an enterprise and incorporating this information into
an effective security policy architecture.
The bible of grassroots fundraising, updated with the latest tools and methods Fundraising for Social Change is the
preeminent guide to securing funding, with a specific focus on progressive nonprofit organizations with budgets under $5
million. Used by nonprofits nationally and internationally, this book provides a soup-to-nuts prescription for building,
maintaining, and expanding an individual donor program. Author Kim Klein is a recognized authority on all aspects of
fundraising, and this book distills her decades of expertise into fundraising strategies that work. This updated seventh
edition includes new information on the impact of generational change, using social media effectively, multi-channel
fundraising, and more, including expanded discussion on retaining donors and on legacy giving. Widely considered the
'bible of grassroots fundraising,' this practically-grounded guide is an invaluable resource for anyone who has to raise
money for important causes. A strong, sustainable fundraising strategy must possess certain characteristics. You need
people who are willing to ask and realistic goals. You need to gather data and use it to improve results, and you need to
translate your ideas in to language donors will understand. A robust individual donor program creates stable and long-
term cash flow, and this book shows you how to structure your fundraising appropriately no matter how tight your initial
budget. Develop and maintain a large base of individual donors Utilize strategies that pay off sooner rather than later
Expand your reach and get your message out to the donor pool Translate traditional fundraising methods into strategies
that work for social justice organizations with little or no front money Basing your fundraising strategy on the contributions
of individual donors may feel like herding cats—but it's the best way for your organization to maintain maximum freedom
to pursue the mission that matters. A robust, organized, planned approach can help you reach your goals sooner, and
Fundraising for Social Change is the field guide for putting it all together to make big things happen.
Why getting results should be every nonprofit manager's firstpriority A nonprofit manager's fundamental job is to get
results,sustained over time, rather than boost morale or promote staffdevelopment. This is a shift from the tenor of many
managementbooks, particularly in the nonprofit world. Managing to Changethe World is designed to teach new and
experienced nonprofitmanagers the fundamental skills of effective management, including:managing specific tasks and
broader responsibilities; setting cleargoals and holding people accountable to them; creating aresults-oriented culture;
hiring, developing, and retaining a staffof superstars. Offers nonprofit managers a clear guide to the most
effectivemanagement skills Shows how to address performance problems, dismiss staffers whofall short, and the right
way to exercising authority Gives guidance for managing time wisely and offers suggestionsfor staying in sync with your
boss and managing up This important resource contains 41 resources and downloadabletools that can be implemented
immediately.
The Legal Writing Handbook: Analysis, Research, and Writing, continues in the tradition that has made it a resounding
success and a leading text for almost two decades, offering a complete teaching package with everything a student
needs for the legal writing course. Features: Updated with the goal of making students practice ready. New chapter on
writing e-memos, that is, shorter, less formal memos that might be embedded in an email. Exercises added to the
research chapters Expanded chapter on letters that discusses both opinion letters and demand letters.
Though the fundamentals of letter writing have remained the same, the way we communicate in business is constantly evolving.
Whether it's a formal printed letter or an email, the ability to write effective correspondence is essential for success-no matter what
the industry. Containing more than 25 percent new material, The AMA Handbook of Business Letters provides readers with over
370 customizable model letters, divided into categories reflecting various aspects of business, including: * Sales, marketing, and
public relations * Customer service * Human resources * Credit and collection * Letters to vendors and suppliers * Confirmations,
requests, and replies * Permissions * And many more In addition, the book provides readers with a refresher course in the letter-
writing basics, and helpful appendices listing common mistakes in grammar, word usage, and punctuation. Comprehensive-and
now extensively updated-this invaluable resource provides professionals with an adaptable template for every conceivable
business correspondence need.
This book is a collection of nearly 250 shortened or adapted business letters that were actually emailed, faxed, or posted. While
the letters vary in complexity and length, all samples are comprised of straightforward sentences that upper intermediate readers
of English as a second language should have no difficulty understanding and using. The book should also be useful for native
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English speakers seeking a fundamental approach to written business communication and for teachers in need of business-writing
source material and exercises. The book is divided into three parts: Part 1: Letter samples and answers to the exercises (usually
letter revisions). Part 2: Exercises (original letters, situational assignments, and sequencing assignments). Part 3: Hotel and travel
matters.
The Shepherds Guide through the Valley of Debt and Financial Change is the most comprehensive manual for financial
management, planning, counseling, and coaching available. This encyclopedic book (419 pages) contains the basic information
and techniques with facts, references, illustrations, worksheets, and case studies. Besides the most crucial issues of today, unique
features are 15 budgets/plans, addictions, divorce counseling, low-income resources, pre-marital education, adjustments to
financial crises/downturns, funding for college, office politics, economic theology, pastoral care, and Scripture references. New
concepts of financial freedom are presented. It is a practical resource management book for those who need the education
themselves and equips them to assist others.
An investigation into how specific Web technologies can change the dynamics of organizing and participating in political and social
protest. Much attention has been paid in recent years to the emergence of “Internet activism,” but scholars and pundits disagree
about whether online political activity is different in kind from more traditional forms of activism. Does the global reach and blazing
speed of the Internet affect the essential character or dynamics of online political protest? In Digitally Enabled Social Change,
Jennifer Earl and Katrina Kimport examine key characteristics of web activism and investigate their impacts on organizing and
participation. Earl and Kimport argue that the web offers two key affordances relevant to activism: sharply reduced costs for
creating, organizing, and participating in protest; and the decreased need for activists to be physically together in order to act
together. Drawing on evidence from samples of online petitions, boycotts, and letter-writing and e-mailing campaigns, Earl and
Kimport show that the more these affordances are leveraged, the more transformative the changes to organizing and participating
in protest.
“An insightful collection…expertly organized and presented…an extraordinary, informative, comprehensive, and insightful
contribution that is very highly recommended”—Midwest Book Review • “A fun, engaging, and resourceful manual with innovative
ideas to spark any librarian’s imagination.”—Andrew Hart, reference librarian, Ohio BWC Library, Columbus, Ohio • “Want to
know how to succeed in the library world, and enjoy it, read this anthology filled with ideas on incorporating creativity, with
excellence in the profession.”—Nancy Richey, associate professor, Western Kentucky University • “A guidebook for new and
growing librarians towards a spectacular profession in a madly diversified world.”—Hong Cheng, librarian, UCLA, and president of
the Society for Chinese Studies Librarians • “Contains a great deal of advice for those who wish to step up and out in the
profession, by utilizing their innate skills and interests!”—Larry Naukam, retired director of historical services, Rochester New York
Public Library • “Provides wonderful examples of how finding creative outlets and solutions not only make us interesting people,
but also great librarians.”—Corey Seeman, director, Kresge Library Services, University of Michigan • “Timely information for
librarians during this era of STEAM (Science, Technology, Engineering, Art, Mathematics) and Makerspace movements.”—Linda
Garrison, librarian, Canterbury School of Florida, Saint Petersburg, Florida • “Both practical and inspiring, the collection so is wide-
ranging that every librarian can find something to spark new approaches to work.”—Kathrine C. Aydelott, MLIS, PhD, head of
Research & Learning Services, University of New Hampshire “Creativity is just connecting things,” observed Steve Jobs. In
today’s diverse, ever-changing job market, creativity is more necessary than ever. In a profession offering a broad range of job
opportunities, librarians are surrounded by myriad connections to be made. They are trained to recognize them. This collection of
new essays covers a wide spectrum of methods for cultivating creativity. Topics include learning through role-playing games,
libraries as publishers, setting up and using makerspaces, developing in-house support for early-career staff, creating travelling
exhibits, creative problem solving, and organizing no-cost conferences.
The Code of Federal Regulations is the codification of the general and permanent rules published in the Federal Register by the
executive departments and agencies of the Federal Government.
By their very nature, construction projects can create seemingly endless opportunities for conflict. Written by a best selling author
with over 40 years of experiences in the construction and general contracting business, Construction Process Planning and
Management provides you with the necessary tools to save time and money on your construction project. In this book, Sid Levy
provides valuable advice for avoiding or working through the common problems that are a result of the long-term nature of
construction projects, failure to select a ?project delivery system? appropriate to the project, incomplete drawing and
specifications, unrealistic scheduling, poor communication and coordination among participants, and inadequate contract
administration. From project genesis, through design development to contractor and contract selection, on to construction
oversight, punch list and successful project close-out, this book will point out those pitfalls to avoid and offer practical advice at
every step along the way. Administer the general construction process including solicitation of contractor's qualifications (pre-
qualify bidders), comparative analysis of bid packages, recommendation for contract award, contract document negotiation and
documentation of job change orders Provide Project Planning and on-site management and coordination of all construction
projects Ensure compliance of building construction rules and regulations and collaborate with chief engineers to monitor quality of
construction Conduct technical/plan review of construction documents and submit written responses identifying required
corrections or changes Design, implement and oversee Company standards for construction policies, practices and processes
It’s the teaching around the standards that counts! If you’re an upper-elementary teacher, we have a Common Core
Companion for you, too! What makes this book “that version of the standards you wish you had?” It’s the way Leslie
Blauman translates each and every standard for reading, writing, speaking and listening, language, and foundational
skills into the day-to-day “what you do.” It’s all here: The standards for literature and informational texts put side by side
for easier planning More than a dozen teaching ideas for each standard Recommendations on how to cultivate critical
habits of mind A glossary of academic language for each standard An online bank of graphic organizers, reproducibles,
charts, and more What makes The Common Core Companion, Grades K-2, “that version of the standards you wish you
had”? The way it translates each and every standard into the day-to-day “what you do.”
The fifth edition of this bestseller expands and extends Gysbers and Henderson’s acclaimed five-phase model of
planning, designing, implementing, evaluating, and enhancing Pre-K–12 guidance and counseling programs. This
enduring, influential textbook has been fully updated to reflect current theory and practice, including knowledge gained
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through various state and local adaptations of the model since publication of the last edition. Exciting additions to this
new edition are increased attention to diversity and the range of issues that students present, counselor accountability,
and the roles and responsibilities of district- and building-level guidance and counseling leaders in an increasingly
complex educational environment. An abundant array of examples, sample forms, job descriptions, evaluation surveys,
flyers, letters, and procedures used by various states and school districts clearly illustrate each step of program
development. At the end of each chapter, a new feature called “Your Progress Check” functions as a tracking tool for
growth at each stage of the change process. *Requests for digital versions from the ACA can be found on wiley.com. *To
request print copies, please visit the ACA website here. *Reproduction requests for material from books published by
ACA should be directed to permissions@counseling.org.
A concise, straightforward guide to developing legal writing and analysis skills for beginning legal writers. Features: New
material on drawing factual inferences, one of the most important kinds of reasoning for legal writers. Citation materials
updated to cover the new editions of both ALWD and the Bluebook. Companion web site includes additional examples of
office memos, opposing briefs, and summary judgment motions. A concise, straightforward guide to developing legal
writing and analysis skills for beginning legal writers. Features: New material on drawing factual inferences, one of the
most important kinds of reasoning for legal writers. Citation materials updated to cover the new editions of both ALWD
and the Bluebook. Companion web site includes additional examples of office memos, opposing briefs, and summary
judgment motions.
Legal Writing: Process, Analysis, and Organization, Seventh Edition by the 2017 Burton Award recipient and renowned
author, Linda Edwards, is the only legal writing text that uses a process approach, presenting writing as a logical
sequence of steps. Streamlined to meet the needs of today’s students, the Seventh Edition uses adult learning theory
concepts and a “flipped classroom” approach to add even greater focus and efficiency to classroom and study time. Key
Features: New Chapter (4) on working with statutes. Updated chapter on citation Improved coverage of brief-writing
Streamlined chapter on letter writing to better meet the need of a first-year course. Modern process approach, with
streamlined content for better absorption by students Clear and informal language Helpful appendices offering sample of
office memos, sample letters, and appellate briefs.
As part of the SAGE Guide to Writing series, The SAGE Guide to Writing in Corrections,1e, by Steven Hougland and
Jennifer Allen, focuses on teaching students how to write in the academic setting while introducing them to a number of
other professional writings specific to the correctional profession, such as the pre-sentence investigation report, contact
sheets, court status reports, incident reports, rehabilitation and therapy. Covering correctional institutions as well as
community corrections, the goal is to interweave professional and technical writing, academic writing, and information
literacy, with the result being a stronger, more confident report writer and student in corrections. This text will be a
concise supplemental writing book in courses focused on writing in the criminal justice discipline, report writing, or in
introductory corrections courses. It is part of a series of books on this topic that will span criminal justice, policing,
corrections, and research methods.
This volume explores the relationship between media, movements, and political change through analyses of how actors
use print media and the Internet to achieve their goals. The chapters examine the role of media in the (Anti-)Abortion,
Globalization, Labor, Townsend, and White Power movements as well as Barack Obama's 2008 campaign.
The basics behind the Six Sigma quality control technique Six Sigma is designed to achieve excellence in customer
service and measure deviation from the ideal. It provides a process for placing value on the intangible nature of quality
control. The underlying theories of Six Sigma are highly technical and complex. This book is a basic guide to those who
are new to the concept, and though this is a complex subject, the concepts involved are not too complex for readers to
grasp. Getting Started in Six Sigma demonstrates how an employee or supervisor can implement Six Sigma successfully
without having to become technically familiar with process-oriented models or statistical modeling.
"At a time when teachers are the scapegoats for all that is wrong with education, Rita Verma and colleagues push back
by illuminating the critical and creative roles that teachers and youth are playing to make education impactful. The
examples in this book model the possibilities for anti-oppressive activism through education, and inspire."ùKevin
Kumashiro, author of The Seduction of Common Sense: How the Right has Framed the Debate on America's Schools --
This book details specific, practical applications for using WordPerfect for Windows as a productivity tool in the office,
home, or school. It shows how to solve common word processing problems, and problems encountered when creating
complex and sophisticated documents of all types. Emphasis is on the new, most powerful features of WordPerfect 6.0
for Windows.
If you think it's time for a change, then News for a Change is the book for you."--BOOK JACKET.
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