Name: <your name here>
Date: <date and time>

Your e-mail address:

Your phone number:

Time zone you live and work in:

(Note: We are a secure site, conscious of your need for privacy. Your contact information NEVER leaves our site.)

Tools you have:

· Microsoft Word for Windows?  Y or N  Version? __

· Adobe Acrobat Standard or Pro?  Y or N  Version? __
· PowerPoint? Y or N  Version? __
· Microsoft Word for Macintosh? Y or N  Version? __
· What makes you such a great copyeditor?

· What style books/guides do you possess? Please list here:
This is a Word document. DO NOT USE ANOTHER WORD PROCESSING PRODUCT TO DO THE EDITING. If you do not have a relatively modern version of Microsoft Word, please go no further!

This test is to be considered American English. That is, you should conform to standards in American English, not British English or Canadian English.

Major errors are errors that would result in a credit back to our client for the cost of the page the error is on. When we process this test, we will identify major errors, if any, left or committed by you in the document. In order to proceed to the formal series of tests, you must commit or leave few, if any, major errors in this document.
NOTICE: BE AFRAID – BE VERY AFRAID – OF MAKING OR LEAVING MISTAKES IN THIS DOCUMENT. This test is difficult. Some have called it diabolical. While we wouldn’t go that far (knowing the precise meaning of diabolical as we do), we do acknowledge that there are errors in this test you may never see in our customers’ documents. But it’s designed to assess your complete range of editing skills. It will take the average editor several hours to complete, if done to perfection – and that is what we are looking for. Nearly everyone who takes this test is shocked to see the mistakes they left in it when we return it. And frankly, those people do not get the chance to move on to the formal test program.

Few people make it to our formal testing. If you do not, it’s no reflection on you as a person! Many of the ones who do make it are fairly abnormal, actually. They are people who do not necessarily make the best company to be with (there are exceptions). They may even be peculiar, actually. But the people who DO make it all the way through our process are just the kind of editors our clients need.

ProofreadNOW.com uses the latest Chicago Manual of Style as its default style guide, and our editors often reference it as they complete documents. If you own this guide, please use it as you take this test. We will expect to see your command of its rules as we go over your results. If you don’t own it, don’t buy it yet on our account. Wait to see if you make it into our army and then buy it.
WHEN DONE: When you are finished editing this test, triple-check your work! Then e-mail the edited document, with change-tracking still on, to feedback@ProofreadNOW.com as a standard attachment. 

Because the solution to this test is proprietary, we may or may not return all of the corrections to you. But we will let you know if we’d like you to proceed with our formal testing process.

THERE ARE FOUR SECTIONS TO THIS TEST. PLEASE BE SURE TO PROCESS ALL FOUR SECTIONS BELOW. BE SURE TO USE THE CHANGE-TRACKING TOOL IN MS WORD, SO WE CAN SEE THE CHANGES YOU MADE (DELETIONS AND INSERTIONS). WHEN INSERTING COMMENTS, DO NOT INSERT IN ONE SPACE. 
INSTEAD, STRETCH
 THE INSERTION POINT FOR THE COMMENT OVER AT LEAST ONE NON-BLANK, SURVIVING CHARACTER IN THE TEXT.
I. The following paragraphs are disjointed, so expect no common theme here. Please edit this section for clarity, punctuation, typos, spelling, and grammar. Keep rewriting to a minimum.
1. Thank you for taking our preliminary exam. We’re looking for the best proofreaders to join our virtual team. Because of the overwhelming response to our ad on Monster.com, we need a quick way to evaluate the hundreds of applications we received. While this preliminary phase is downloadable from our Web site, phases one, two, and three of the application process are transmitted via our server.  If we get to phase one together, we’ll register you and show you how our server works.

2. We use the Chicago Manuel of style, 15th edition, as our standard for proof reading. Sometimes, we recieve copy these fine books and give them to contest winning proof readers.

3. A law-firm customer of our’s sent us a brochure to proofread. In it they mentioned the name of that opposing firms in a partgicular case.The firms name they listed was Gray Cary Ware & Friedenrich. How would you to go about verifying that? The way our proof reader does it was to look the firm up at www.switchboard.com. Low and beholde, he found that the name of one of the the partners’ was actually spelt as ‘Freidenrich.’  We’ll will need you to be that resourcefull!

4. This preliminary faze of the ProofreadNOW.com proofreading testing series was a MS Word file. MS is short for MicroSoft Corporaton, the makers of WORD. Phases 1 and 2 are also Word documents, but phase 3, the final phrase, is a PDF document. You’ll need Adobe acrobat reader (its a free tool) for then last phase.

5. Soon it will be time to turn this perliminary test into our server for final processing.

6. We are quiet often called upon by our customers to proofread all sort of thing, including business-cards, stationnary/leetterhead layouts, and cover letters. These usually come to use in pdf format.

MISCELLANEOUS:

9. The football team’s coach identified Marvin as the splitend for this week ends game.

10. Once you have got passed this introductory exam, things may get a bite more difficult. But is that is to be expected, is it not?

11. John is the vice-president of his corporate, and has been for nearly 35 years. Mary is the recently-hired vice president of personell.
11. In our recent management get together, we honed in on the best way to make fever misteaks.

12. “I am not the best 1 for advice, said he inspector, "but if your askking me, I daresay the Butler did it."
13. If you wood gave the townhouse to Matilda and I, brother Mortimer can have thee summer cottage in Montanna.

14. The network afiliate is also in discussion with major producer and other top talented to join the project, from NBC Universal Television Studio.  The announcement was made by Kevin Rielly, President, NBC Entertainment, who said: "With this most important subject matter, we're setting our sites on nothing short of a seminal event for television. It will be huge, and our advertisers will will have terrific opportunities it take advantage of..”
II. Now for some text from real documents that have come through our server. Rewrite as little as possible, but do make corrections for punctuation, grammar, spelling, and general clarity.
1.  My name is Richard Band, and I didn’t build my wealth though guess work.  Nor did I do it in gambling on unproven companies.  I did it investing the old fashioned way:  by consistently compounding my wealth  in rock-solid, high yielding, blue chips stocks that simply hate to go down no matter what the the economy is doing.
2.  The following is an extract from a real customer document on our server. The document was in a political commentary. Preserve the tone of the writer while making sure there are no mistakes in the text:

In Mississippi, Forest County Sheriff Billy McGee may be in deep trouble with the law. His crime; In the wake of Hurricane Katrena, he did something.

Apparently he should have followed the lead of FEMA and did nothing. Instead, aware that people in the county had been without water for 5 days—and that many had medicine in need of refrigeration, he spotted two 18-wheel FEMA refrigerator truck, commandeered them, and began distributing to ice victims.

According to the Associated Press, the ice-trucks were just sitting at Camp Shelby, twiddling their thumbs like the rest of FEMA. A National Guard soldier tried to stop, but McGee’s deputies “detained him.

Randy Walker, a diabetic who desperately needed to keep his insulin cool, credit McGee with saving his life.

“Man, I was wanting to hug Brother Billy when I saw that ice. We were glad somebody was there to help us, Walker said.

On the other hand the Feds were outraged. In fact, the last time we heard, Sheriff McGee was facing possible inditement. At one point, he’d even agreed to plead guilty to a misdemeanor charge of “interferring, intimmidating and impeding a Federal officer.” However, the Justice Department, apparently unwilling to accept a lessor plea for such a hienous crime—sent the case to federal prosecutors in Baton Rougé.

Let’s see now. If pursued, the case would be tired in Mississippi, with a jury of local folks, maybe some of them, Randy Walker’s cousins. We wonder if the jury would even feel the need to deliberate. In fact, the federal prosecutor would be lucky to get back to Louisiana without five or six traffic tickets and at least one felony charge of pollywogging with out a license.

III. Please proofread the following passage for clarity, consistency, correctness, punctuation, grammar, and sense.  If you feel any change you make needs explanation, use MS Word’s INSERT COMMENT feature. There’s no need to explain every single change, though! (Don't do fact-checking or research for this text.) Be sure to track your changes using Word’s change-tracking tool.

Recreational opportunities for senior citizen abound, thanks to a number of organisations.  Information can be obtained from the American Associaton of Retired Persons (AARP) 1909 K. Street NW, Washington, DC, 20045 tel. (202) 662-4850.  Their tirelessness work to make more services avalable to active elders have yielded discount rates at many resorts, and clubs.  Other may wish to contact the National Conucil of Seniors citizens (925 Fifteenth St, NW, Washington, D.C., 200021 tel. 202/347-8800); annual membership is twelve dollars per person per or or per couple.  Or try Matur Outlook, 6002 N. Clark St., Chicago, Ill, Tel. (202)336-6330.  This travel club for mature” adults” (they’ll welcome non-senior, adult companions, as well) has an annual membership free if $15 pre person, irregardless of age.
IV. Please proofread the following passage, abstracted from a real document that came through our server, for clarity, consistency, correctness, punctuation, grammar, and sense.  Be sure to track your changes using Word’s change-tracking tool. Again, keep your rewrites to a minimum. Remember, at this point, we are merely copy editors, not managing editors.
Thimking of Selling Your Business? Eight Critical Mistakes to Avoid 

For every large public company merger or acquisition, there are hundreds of small and middle-market transactions taking place. While some business-owners have properley prepared for these potentially life-altering transactions, our experience indicates most have not. 

Experts advice entrepreneurs to start planning for the eventual exit from their business the day they start their company. While such advice may seem pre-mature, proper exit planning and expert transaction execution can have a huge impact on the net proceeds received from the business sale and an owners happiness in retirement. 

The information that follow will help you to avoid the pain of leaving what could be millions of dollars on the table. The eight critical mistakes to avoid are: 

Failure To Address Your Personal Goals - Well in advance of a desired exit date; business owners should address questions such as: What are my specific retirement goals? Will I have have enough money to meet my post-sale lifestyle and retirement goals (spending, charity and legacy, etc.)? Should I change my lifestyle prior to the sale of the business? What estate and trust strategies should I consider? How should I invest my post sale financial assets? Answers to these questions should be shared with the owner’s financial advisory team (investment banker, tax accountant, estate attorney, transaction attorney, and wealth advisor). 

Selling The Business Yourself - The sale of a business is a complex process wrought with minefields. Most owners don’t have the expertise to confidentially position and market their business; nor do they have an extensive database of qualified buyers (strategic buyers, industry buyers, private equity groups, investor groups, foreign buyers and hedge funds, etc.) Another common mistake is negotiating the deal himself/herself. Negotiations can get contentious potentially leading to bad feelings between the buyer and seller. Finally, the financial performance of the company often suffers because the owner is immersed in every aspect of the business sale process. If business performance diminishes, it inevitably leads to a downward adjustment of the sale price the last moment. 

Talking With Only One Buyer - Negotiating directly with only one buyer “eliminates” an owner’s leverage. It can be one of the biggest mistakes a business owner makes. Hiring an experienced merger and acquisition intermediary will increase the likelihood the owner will arrive at the most financially favorable transaction possible. How so you say? By creating a competitive bidding environment among multiple potential buyers, leverage is created to maximize the overall sales price, thus providing the owner with piece of mind the business was sold for fair-market value. 

Trying To Sell At The Top - Timing is critical! Just ask the hundreds of business-owners that wish they had sold their company one year ago. Sellers who try to pick the top of their market cycle all too often end up missing it and thus loose their chance to obtain a top selling price. Shrewd, professional business buyers typically will pay a significant premium for busineses near or at the perceived top of the market cycle and will attempt to structure a transaction to minimize their financial risk. Business owners are well-advised to sell when they think there is a year or two of revenue and profit growth left, thus giving buyers comfort that they will be able to continue to grow the business. 

Not Relinquishing The Reigns - Buyers, especially financial buyers, place a premium on companies with a talented and committed management team. Companies with owners that make most of the operational decisions themselves, and that are integral to ongoing customer and vendor relationships, are perceived as riskier and thus not as attractive to buyers. 

Failing To Consider Post Closing Time Commitments - Business owners often fail to consider that many buyers, especially financial buyers will require them to remain involved with the business in some capacity for a period of one-to-three years. When coupled with an average time to sell a business of nine to twelve months, unless it is a fire sale or if the owner is approached by a buyer, a business owner desiring to be free and clear of any further responsibilities to the business in three years should begin the sale process today. 

Making Large Capital Expenditures - Large capitol expenditures made a couple years before closing generally reduce the net value of a business owner receives at closing. The reason is buyers will net the outstanding expenditure loan balance against the debt free value they calculate for the stock, or the owner will have to pay-off the loan in the case of an asset sale. Unless the expenditure results in a significant increase in earnings, it is best to forego these expenditures and let the buyer assume the obligation or sell prior to when they become a requirement. 

Lack Of Defensable Financial Records - Buyers and particularly their financial backers (investors, banks and mezzanine firms, etc.), often require reviewed or audited financial statements for at least two years from a respected CPA firm. Today failure to have these statements will negatively impact the selling price, cash received at closing, and the buyer’s ability to receive financing. 

There are more pitfalls that can negatively impact the net proceeds recieved from the sale of a business. Owners should protect their year’s of sacrifice and hard work by initiating exit planning, and by assembling a financial advisory team led by a merger and acquisition intermedairy, well in advance of their desired exit date. 


Bill Fish is a Certified Exit Planning Advisor (CEPA) and is senior managing director of Fishing Solutions, LLC. He can be reached at 680-684-5619 or at bfish@fishesolutions.com. 
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