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AN INTRODUCTION

 
Editing is the art of shaping ideas. The art of the idea has already been produced by the author, but 
the editor must respectfully review the art, frame the ideas, polish the rough edges, and make the 
author’s voice shine.

As an editor, I am the invisible helper shining a light on the author’s story. Everyone’s voice is dif-
ferent. I don’t want to take over an author’s work. I want to explore the compositions created by 
unique imaginations and help them express the truth of their story without impeding. I have a deep 
appreciation of the written word and the plethora of ideas represented by many different authors. 
I revel in a well-formed sentence and equally relish the moments when the rules of grammar are 
cleverly broken. 

Editors must have an eye for detail and a respect for the texts which have been entrusted to them. 
These skills allow them to find the resources they need to accurately correct and edit an author’s 
work. It also allows them to maintain the voice of the author within the piece, and successfully col-
laborate in order to present a well-crafted story to the world. In this way the purpose of editing is 
apparent—editing is not about controlling the story. Editing is about ensuring a manuscript’s suc-
cess by making the text clear and purposeful for the intended audience.

Within this portfolio, I have presented various documents that demonstrate my abilities as an editor. 
You will find evidence of my research abilities within the “What’s on My Desk” blog article. My pro-
ficiency with the editing tools of Microsoft Word is clearly demonstrated within the edits of A Con-
neticut Yankee in King Arthur’s Court and “The SBL Handbook of Style.” I also applied these editing 
tools within in my freelance work for MSU Alumni & Donor Relations internal documents. Finally, 
my collaboration skills and attention to style guides can be seen by the memo associated with each 
piece and the style guide which I created for MSU University Advancement.

I am passionate in my editorial aims for unique perfection within text. Even though my true edito-
rial passion is for literary fiction, I am comfortable working with a variety of documents from many 
different genres. With each piece I strive to achieve correctness within the text while prioritizing the 
voice of the author. The rules of the written word are as detailed as they are evolving. My goal is to 
collaborate with talented authors to develop their manuscripts into polished works of art. 



 
 

WHAT’S ON MY DESK?
 
 
 
I authored the “What’s on my Desk” resource review in February, 2018. To complete this research 
document, I wrote from the perspective of a literary agent. The article was written for the blog of 
Michigan State University’s Writing Rhetoric & American Cultures Department. 

To conduct this review, I selected a resource that provides editing tools for professionals in the pub-
lishing industry. The Oxford Dictionaries website was a credible choice with a multitude of useful 
pages for the literary professional. Although I was already familiar with the site, I spent a significant 
amount of time exploring the various tools on the website and applying those tools to various pub-
lishing scenarios for my blog audience. In particular, I noted that Oxford University’s partnership 
with bab.la language dictionaries is quite useful “As publishers seek to produce culturally diverse 
material . . .” I also called attention to the extensive grammar section on the Oxford Dictionaries web-
site. This resource clearly offers much more than word definitions, and I plan to continue using the 
website in tandem with the Chicago Manual of Style throughout my career as an editor.
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WHAT’S ON MY DESK? 
A Resource Review by Amelia Turkette, Literary Agent with BookEnds Literary Agency 

 

Resources are the lifeblood of every professional within the publishing industry. Where would 
we be without our style guides, thesauruses, and go-to grammar handbooks? It is these helpful 
resources that keeps our work free from embarrassing mistakes which can cost thousands of 
dollars to correct. 

As an agent at BookEnds Literary Agency, my job is to bridge the gap between the aspiring 
writer and the established publisher. Our company mission is to keep, “Achieving dreams and 
doing what we love.”1 To do that, I need to ensure my authors’ stories are well written before 
submitting their manuscripts to publishers. I have to advise them on the content and recommend 
resources for revisions. I often use these same resources myself, as I navigate the chaos of my 
desk, littered with manuscripts to review, memos to write, and contracts to negotiate. These 
resources are helpful for publishing professionals and authors alike. 
  
THE RESOURCE… IN MY BOOKMARKS TOOLBAR 
The resource that I use the most is the Oxford Dictionaries website by Oxford University Press.2 
This website is useful for professionals from all sectors of the publishing cycle. Their about 
section elaborates, “We create content for everyone…” and their content is, “…available 
wherever you need it: online, mobile, or in print.”3 The website has multiple resources within its 
pages, which are designed with a colorful, intuitive layout. While the Oxford Dictionaries 
website and the Oxford English Dictionary Online are both published by Oxford University 
Press, they each have unique purposes. “While Oxford Dictionaries focuses on the current 
language and practical usage, the OED shows how words and meanings have changed over 
time.”4 Since my agency is focused on fiction and nonfiction titles for modern audiences, the 
Oxford Dictionaries website is the best resource for modern language references. 
 
THE DICTIONARY…WHAT’S IN A WORD? 
The dictionary itself is incredibly useful. Here you can review all forms of a word and the related 
phrases in which the word has taken on a unique cultural meaning. For example, the definition of 
‘book’ is followed by book phrases.5 
 

                                                           
1 “About Us.” BookEnds Literary Agency, February 22, 2018. http://bookendsliterary.com/about-us/. 
2 “The World's Most Trusted Dictionary Provider.” Oxford Dictionaries. Oxford Dictionaries. Accessed 
February 25, 2018. https://www.oxforddictionaries.com/. 
3 “Our story.”  Oxford Dictionaries. Accessed February 25, 2018. 
https://www.oxforddictionaries.com/our-story. 
4 “The OED and Oxford Dictionaries.” Oxford English Dictionary. Accessed February 25, 2018. 
http://public.oed.com/about/the-oed-and-oxford-dictionaries/. 
5 “Book | Definition of book in English by Oxford Dictionaries.” Oxford Dictionaries | English. 
Oxford Dictionaries. Accessed February 25, 2018. https://en.oxforddictionaries.com/definition/book. 
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In this way, the online Oxford Dictionary operates as a sort of phrasal thesaurus. Writers can 
browse for unique phrases to spice up their stories. Editors can also look up particular phrases to 
be sure they are used properly within the manuscript. 

 
CHOOSE YOUR LANGUAGE 
Besides providing a dictionary of the English language, Oxford Dictionaries also provides other 
language dictionaries. There are fifteen language dictionaries powered by the main website, and 
Oxford University partners with bab.la to facilitate a bidirectional language dictionary for 28 
languages.6 Within the language dictionaries, you can look up meanings in two languages at the 
same time. For my search, I reviewed the use of the word ‘grandma’ in polish. The dictionary 
provided excellent examples of the word in both English and Polish phrases.7 As publishers seek 
to produce culturally diverse material, language tools such as this will be invaluable to determine 
proper language use and seamless interpretation. 

 
 

 
GRAMMAR MATTERS 
Nothing can destroy the ethos of a manuscript faster than poor grammar. Even before a 
manuscript is sent to the publisher, it should follow basic grammar principles. Grammar itself is 

                                                           
6 “Online dictionary for 28 languages.” Online dictionaries by bab.La - loving languages. Accessed 
February 25, 2018. https://en.bab.la/. 
7 “"babcia" in English.” Babcia - English translation - bab.La Polish-English dictionary. Accessed 
February 25, 2018. https://en.bab.la/dictionary/polish-english/babcia. 
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constantly evolving, and industry professionals must stay sharp on current grammar usage. The 
Oxford Dictionaries website provides a great breakdown of grammar topics from A-Z. Here, you 
can refresh your memory on the topics of gerunds, split infinitives, parts of speech, and the 
nuances of verb tenses. Each topic is covered with a brief definition and links to other helpful 
topics. Some topics, such as Active and passive verbs, are reviewed with a longer, explanatory 
articles.8 

 

THE COMMUNITY FORUM 
As a literary agent, it is my job to create a sense of community within a project. A book cannot 
be successful without good relationships and productive teamwork to make it happen. This is 
why I encourage my authors to establish a network of fellow writers, readers, and supportive 
friends who can provide feedback on their work. An outlet for this type of community exists on 
the Oxford Dictionaries Forum. This is a place where anyone can submit language ideas and 
questions for discussion. Trends, word origins, grammar, and translations are a few of the many 
language issues which are explored on this forum, that can both enlighten and inspire.9 
 

 

 
HOW DOES IT COMPARE? 
Of course, there are many dictionary resources available. Merriam-Webster online provides, 
“guidance to more than 40 million visitors.”10 It too includes word definitions, usage examples, 
and a thesaurus. It also includes a brief overview of word origins. Dictionary.com does the same, 
and in 2004 this dictionary, “Acquired the Random House Unabridged Dictionary, the 
foundation of Dictionary.com’s proprietary dictionary.”11 However, these websites do not offer 
the depth of information available on Oxford Dictionaries. Even though their content is 
developed from professional resources, their design targets a general audience with content that 
is primarily focused on word definitions. 
 

                                                           
8 “Active and passive verbs | Oxford Dictionaries.” Oxford Dictionaries | English. Oxford 
Dictionaries. Accessed February 25, 2018. https://en.oxforddictionaries.com/grammar/active-and-
passive-verbs. 
9 “Active and passive verbs | Oxford Dictionaries.” Oxford Dictionaries | English. Oxford 
Dictionaries. Accessed February 25, 2018. https://en.oxforddictionaries.com/grammar/active-and-
passive-verbs. 
10 “About Us.” Merriam-Webster. Merriam-Webster. Accessed February 25, 2018. 
https://www.merriam-webster.com/about-us. 
11 “Everything After Z by Dictionary.Com.” Dictionary.com. Dictionary.com. Accessed February 25, 
2018. http://www.dictionary.com/e/about/. 
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SCORE: TEN POINTS FROM THE LITERARY AGENT  
This is just a few of the reasons Oxford Dictionaries is saved in my bookmarks toolbar. The site 
content is constantly evolving and developing its many tools for the needs of its diverse 
professional audience. Oxford Dictionaries’ self-declared passion for language and accessibility 
is apparent on every page, and it all culminates in an excellent resource that every literary 
professional can use.12 
 

 

 
 

  

                                                           
12 “Our story.” Oxford Dictionaries. Accessed February 25, 2018. 
https://www.oxforddictionaries.com/our-story. 
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REVIEW OF THE SBL  
HANDBOOK OF STYLE

 
 
 
I authored the “What’s on my Desk” resource review in February, 2018. To complete this research 
document, I wrote from the perspective of a literary agent. The article was written for the blog of 
Michigan State University’s Writing Rhetoric & American Cultures Department. 

To conduct this review, I selected a resource that provides editing tools for professionals in the pub-
lishing industry. The Oxford Dictionaries website was a credible choice with a multitude of useful 
pages for the literary professional. Although I was already familiar with the site, I spent a significant 
amount of time exploring the various tools on the website and applying those tools to various pub-
lishing scenarios for my blog audience. In particular, I noted that Oxford University’s partnership 
with bab.la language dictionaries is quite useful “As publishers seek to produce culturally diverse 
material . . .” I also called attention to the extensive grammar section on the Oxford Dictionaries web-
site. This resource clearly offers much more than word definitions, and I plan to continue using the 
website in tandem with the Chicago Manual of Style throughout my career as an editor.
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Helpful Handbooks:Review of The SBL Handbook of Style 
Emma Heikkinen 

 
Hello all! My name is Emma and I work asAs a kids’ ministry curriculum writer for Lifeway. 
Mmy job includes writing weekly lessons and series packages for churches to purchase to for use 
in their local ministries. I also take curriculum submitted to us from freelance writers and edit it 
to fit our voice and check for theological accuracy. Another part of my job is to take concepts 
that are ridiculously complicated and simplify them enough to where so that a second grader 
could understand them, but still maintain accuracy and depth. 
 
Sounds fun, right? 
 
While writing lessons I often get stuck on things like the capitalization of certain Biblical terms 
or the preferred way method of expressing eras (B.C., A.D., etc.). A resource that's been 
extremely useful for me is The SBL Handbook of Style. It was compiled by and edited for the 
Society of Biblical Literature (SBL) to not only serve as a rulebook for grammar and stylistic 
elements specific to Biblical and eEastern lLiterature, but also to point out spots in which 
scholars disagree and why they make their differing decisions. 
 
The SBL Handbook of Style contains sections on editorial and authorial responsibilities,1 general 
grammar styles (numbers, punctuation, bias-free language, etc.),2 transliteration and transcription 
of ancient texts,3 and common abbreviations,4 among other content. It's written by Biblical, 
ancient nNear eEastern, and early Christian studies scholars. The primary audience is editors, 
proofreaders, and professors in those areas, but it also aims to be useful for students. With that in 
mind, the tone is professional, but accessible. The explanations are simple and written in easy-to-
understand language that doesn't use too muchmany jargon-y terms. 
 
This handbook seeks to be inclusive and bias-free, but also very precise. Precision and accuracy 
are key when discussing topics of a Biblical nature and it's important to be very thorough in 
explanations. Many of the sections discuss the importance of clarity and direct the reader to other 
sources to find additional precision. For example, when discussing bias-free language, The SBL 
Handbook of Style recommends The Handbook of Nonsexist Writing by Casey Miller and Kate 
Swift.5 The editors of The SBL Handbook of Style drew from many other well-known style 
guides and recommend using The Chicago Manual of Style as the second authority on style and 
grammar for Biblical literature, showing their preference of thoroughness over efficiency.6  
 
With that in mindOverall, this handbook is very unique. Another authority on style for Biblical 
studies isn't really well-known or well-used. Many individual organizations have their own style 
handbooks, but use The SBL Handbook of Style as the ultimate expert. 

                                                 
1 Patrick H. Alexander, James D. Ernest, Shirley A Decker-Lucke, David L. Petersen, and Society of Biblical 
Literature, eds. The SBL Handbook of Style (Peabody, MA: Hendrickson Publishers, Inc., 1999), PAGE(S). 
2 Alexander et al., SBL Handbook, PAGE(S). 
3 Alexander et al., SBL Handbook, PAGE(S). 
4 Alexander et al., SBL Handbook, PAGE(S). 
5 Casey Miller and Kate Swift, The Handbook of Nonsexist Writing. (Lincoln, NE: IUniverse.com, Inc., 2001). 
6 University of Chicago, The Chicago Manual of Style, 17th ed. (Chicago: The University of Chicago Press, 2017). 

Commented [A.T.1]: This type of personal interjection is 
perfect for a blog, but may be a little informal for a trade 
journal. Consider revising to a statement or eliminating? 

Commented [A.T.2]: Could this be changed to: “With this 
purpose the tone is professional, but accessible.” Or “The 
result is a text that is professional, but accessible.” 

Commented [A.T.3]: This sentence is a little confusing. 
Could this be rephrased to express how The SBL Handbook 
of Style is the authoritative source for Biblical 
writing/editing, and that there are very few (if any) other 
resources available? 
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I really appreciate the freedom this handbook allows. The rules are stated, but on various occasions 
notes are included., such as with For example in section 4.4.7 (“Nouns Referring to God),” a note 
is included that explains that scholarly opinions differ on the best way to handle the situation.7 
Such as with section 4.4.7, the handbook often suggests letting the author make the decision or 
refersring to style guides specific to that project, as you can see below. 

             
                                                                                                                                          8   

The section that is by far the most useful to me is actually the first appendix, (“Appendix A).”9 It 
lists eleven pages of commonly used words and phrases in Biblical studies with the proper 
capitalization and spelling. When I'm writing curriculum or editing material from another author, 
I use this section to double-check my capitalization. I used to just go edit according towith my 
gut feeling or try a Google search, but the results were usually pretty scattered. With this section, 
I'm able to quickly find what I'm looking for and move on, instead of taking the time to verify 
different resources and trying to decide which was is more accurate. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      10 
                                                 
7 Alexander et al., “Nouns Referring to God,” in SBL Handbook, PAGE(S). 
8 Alexander et al., SBL Handbook, PAGE(S). 
9 Alexander et al., SBL Handbook, PAGE(S). 
10 Alexander et al., “Appendix A,” in SBL Handbook, PAGE(S). 
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For my specific job, the section in The SBL Handbook of Style on transliteration and translation 
is not particularly useful.11 I don't often need to represent a word in Hebrew, Greek, or any other 
ancient language in my writing, since my writing it's is geared toward a young audience. 
However, Iif transliterating and translating is a common part of someone's job, though, then this 
section would be extremely helpful. It lists original characters from the ancient languages and 
then their transliteration equivalent. 
 
The SBL Handbook of Style is an extremely helpful resource for me. It's aimed at a scholarly 
audience, but does a good job of keeping thingsexpressing concepts in simple enough terms so 
that anyone with some a basic background in ancient studies or Biblical background theology 
would be able to use it. The content it covers is extensive, butand in places that the guide chooses 
not to fully expand on a topic, it points the reader to placesresources where more information can 
be found. If you are someone who uses Biblical terms or is exposed to literature that does, I 
highly recommend using The SBL Handbook of Style.  
 
Proof & Copy gives this resource 4/5 stars. 

                                                 
11 Alexander et al., SBL Handbook, PAGE(S). 

Commented [A.T.4]: Based upon your review, I estimated 
that you would give this resource 4 out of 5 stars. Feel free to 
change this, if my estimation is incorrect. 
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MEMO 
To: Emma Heikkinen 
From: Amelia Turkette 
Date: 3/28/2018 
Re: Review of The SBL Handbook of Style 
 

Overview 

The review of The SBL Handbook of Style was well written and thoroughly 
explained the usefulness of this comprehensive resource. Since the review was 
originally written for a blog publication, my editorial suggestions focus upon 
revising the tone of the piece for publication in the editing trade journal, Proof & 
Copy. A breakdown of these revisions along with a query list is included below. 
 

Tone 

At the beginning of the review, there were a couple of personal remarks and 
interjections. While this approach is perfect for a blog, the language has been 
revised for the formality of an editing trade journal. The first sentence now begins 
with, “As a kids’ ministry curriculum writer for Lifeway…” I also queried the stand-
alone sentence that makes up the second paragraph. The question, “It sounds like 
fun, right?” could be rephrased as a complete statement of the fun of the position 
and then combined with the previous paragraph. Or, it could be eliminated.  

Throughout the rest of the piece, I inserted slightly formal terms where appropriate. 
For example, “to where” became “so that” in the first paragraph, “way” became 
“method” in the second paragraph, and “keeping things” became “expressing 
concepts” in the final paragraph. 
 

Organization & Formatting 

The formatting of the review required minimal adjustments, as most of the review 
already met the requirements of the Proof & Copy style sheet. The title of the 
review has been updated to Review of The SBL Handbook of Style. Please note, that 
I have included SBL as an acceptable abbreviation, particularly because the 
abbreviation appears in the title of the resource, and the abbreviation is explained 
within the second paragraph of the review. 

In addition to text formatting, I also resized the images, so they took up less space 
on the page. This was necessary with the addition of footnotes, which required more 
page space. 
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Names & Terms 

Certain terms such as, Eastern Literature and Near Eastern, are now capitalized 
within this review. This is according to section 8.47 of the Chicago Manual of Style 
which specifies that regions and their associated adjectives/nouns are often 
capitalized. 

The pronoun for grammar and style guides has also been revised from “source(s)” to 
“resource(s)” where appropriate. This is to maintain consistency with the Merriam-
Webster Dictionary definition of resource as “a source of information or expertise.” 
 

Punctuation 

The titles of chapters and sections have been revised to appear within quotation 
marks, rather than parenthesis. This revision can be seen in paragraph six with the 
title chapter “Nouns Referring to God” and in paragraph 7 with the section title 
“Appendix A.” This is according to section 8.177 of the Chicago Manual of Style. 
 

Notes & Bibliography 

Since notes were not originally used throughout the review, I added footnotes where 
content and ideas were introduced from the reference material. These notes appear 
primarily in paragraph three, and after each image. The footnotes are mostly 
complete. However, page numbers should be added to complete the notations. I 
marked where the pages numbers should be included with the word “PAGE(S)” in 
all caps.  

You could also reformat the footnotes to reference the particular chapter if desired. 
For example, the second page includes a chapter reference in the footnote: 
Alexander et al., “Nouns Referring to God,” in SBL Handbook, PAGE(S).  

Within the bibliography I added the University of Chicago as the author name of 
the Chicago Manual of Style. I also included the edition number. The only other 
adjustment to the bibliography was the capitalization of The Handbook of Nonsexist 
Writing.  
 

Queries 

Most of my queries are regarding tone and possible revisions to improve clarity. For 
example, the third query is regarding paragraph five. Since the second sentence 
begins with “Another authority on style for Biblical studies,” the phrasing made me 
think you were about to introduce comparable texts. This type of phrasing could 
confuse readers and distract from the purpose of this paragraph, which is to express 
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that The SBL Handbook of Style is the authoritative resource for Ancient/Biblical 
literature and that few (if any) other such resources exist. 
 

Conclusion 

This review of The SBL Handbook of Style is informative and interesting. You give 
the readers a unique perspective about editing within the specific niche of Christian 
studies and ancient literature. With the suggested revisions, the review will be 
ready for publication within Proof & Copy.  

These suggestions are fluid and can be revised as necessary. Please let me know if 
there are any questions regarding my editorial decisions. 
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MEMO 
To: Anastasia Niforos, Project Manager 
From: Amelia Turkette 
Date: 4/3/2018 
Re: Review of The SBL Handbook of Style by Emma Heikkinen 
 

Overview 
The review of The SBL Handbook of Style is a well written piece about a 
comprehensive resource compiled by the Society of Biblical Literature. As Emma 
explains in her piece, The SBL Handbook meets the unique stylistic needs of 
churches, Biblical scholars, and students of ancient texts. While this review was 
originally written for a blog publication, it has since been revised to fit the tone of 
Proof & Copy. After a second round of medium copyedits, the piece is now ready for 
publication. A breakdown of the final suggested revisions is included below. 
 

Image Formatting 
The images have been adjusted to be the approximate width of the text. The second 
image is slightly smaller in width in order to fit within the confines of the 8.5 x 11” 
page. Within the final publication, this image could be adjusted to fit the page 
format of the publication. In order to maintain clarity, there is also a single line of 
white space around each image.  
 

Adverbs & Repetitive Words 
The sixth paragraph contained some uncertain adverbs which have been revised or 
removed to create a tone of direct certainty. “Just” is now “simply,” and “usually 
pretty” has been deleted from the paragraph. 

A couple of words have been revised in this final copy to avoid repetitiveness and 
improve clarity. For example, “to” has been changed to “for” in the first sentence 
and “extremely” has been changed to “quite” in the second-to-last paragraph. 
 

Punctuation 
A couple of unnecessary commas have been removed before conjunctions. There was 
also a missing period within a footnote that has now been inserted. 
 

Conclusion 
This review of The SBL Handbook of Style is informative and interesting. With the 
suggested revisions, the review will be ready for publication within Proof & Copy.  

These suggestions are fluid and can be revised as necessary. Please let me know if 
there are any questions regarding my editorial decisions. 
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VEGAN CHOCOLATE CHIP COOKIES

 
 
 
Besides editorial tools within digital programs, I am also familiar with hard copy edits, as can be 
seen by my work with the “Vegan Chocolate Chip Cookies” recipe. This recipe was presented for 
a class project. The goal was to collect and edit a series of recipes for a cookbook to be hypotheti-
cally published by Michigan State University’s Writing Rhetoric & American Cultures Department 
(WRAC).  

For this project I completed a light copyedit using proofreader’s marks on hard copy. My primary 
resource for this edit was the Chicago Manual of Style and the in-class style sheet.

Since this was a light copyedit, most of my editorial marks and queries are regarding the style re-
quired for inclusion in the WRAC cookbook. I address these editorial decisions in the memo for this 
project, which is also enclosed.
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A CONNECTICUT YANKEE IN 
KING ARTHUR’S COURT

 
 
 
For an exploratory editorial project in November 2017, I selected a title within the public domain 
to edit for a modern audience. My choice was A Connecticut Yankee in King Arthur’s Court by Mark 
Twain, which was originally published in 1889.  

The manuscript was an excellent piece of satirical fantasy with much political commentary. The 
text required a heavy copyedit as it was written for a 19th century audience and contained a lot of 
Middle English prose. While this style may be charming for literary academics, the lumbering text 
could be a chore for modern readers to consume. My challenge was to maintain the wit and charm 
of Twain’s voice while revising the text to comply with 21st century grammar practices. With this 
mindset, I made revisions to the first 30 pages of text within Microsoft Word. Enclosed is the first 
page of my edits, which provide a great example of my editorial style within the genre of fiction.
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A CONNECTICUT YANKEE IN KING ARTHUR’S COURT 

 

A WORD OF EXPLANATION 

It was in Warwick Castle that I came across the curious stranger whom I am going to talk about.  He 
attracted me by three things: his candid simplicity, his marvelous familiarity with ancient armor, and the 
restfulness of his company—for he did all the talking. We fell together, as modest people will, in the tail 
of the herd that was being shown through, and he at once began to say things which interested me.  As 
he talked along, softly, pleasantly, flowingly, he seemed to drift away imperceptibly out of this world 
and time, and into some remote era and old forgotten country; and so he gradually wove such a spell 
about me that I seemed to move among the specters and shadows and dust and mold of a gray 
antiquity, holding speech with a relic of it!  Exactly as I would speak of my nearest personal friends or 
enemies, or my most familiar neighbors, hHe spoke of Sir Bedivere, Sir Bors de Ganis, Sir Launcelot of 
the Lake, Sir Galahad, and all the other great names of the Table Round Table as if they were his 
personal friends—and how old, old, unspeakably old and faded and dry and musty and ancient he came 
to look as he went on!  Presently Finally, he turned to me and said, just as one might speak of the 
weather, or any other common matter— 

“You know about transmigration of souls; do you know about transposition of epochs—and bodies?” 

“I’m not familiar with transmigration.”I said. BI had not heard of it,. but Hhe was so little disinterested—
just as when people speak of the weather—that he barely noticed my answer.did not notice whether I 
made him any answer or not. There was half a moment of silence, immediately interrupted by the 
droning voice of the tour guide salaried cicerone, who stood beside a shirt of chain-mail armor: 

“Now, this Aancient hauberk, dates back to of the sixth century and, the time of King Arthur and the 
Round Table;. It  is said to have belonged to the knight Sir Sagramor le Desirous.; oObserve the round 
hole through the chain-mail in the left breast; it appears to be a bullet hole, which can’t be accounted 
for since Sir Sagramor wore this into battle long before the invention of firearms.; It is supposed to have 
been done with a bullet much latersince invention of firearms—perhaps maliciously by Cromwell’s 
soldiers.” 

My acquaintance smiled—not a modern smile, but one that must have gone out of stylegeneral use 
many, many centuries ago—and muttered,  apparently to himself: 

“Wit ye well, I saw it done .”  Then, after a pause, added: “I shot Sir Sagramor myself.did it myself.” 

By the time I had recovered from the electric surprise of this remark, the strangerhe was gone. 

TAll that evening I sat by my fire at the Warwick Arms, steeped in a dream of the olden time, while the 
rain beat upon the windows, and the wind roared about the eaves and corners.  The weather didn’t 
bother me, as aI had a warm fire and a good book by Sir Thomas Malory for company. I flipped 
throughFrom time to time I dipped into old Sir Thomas Malory’s its enchanting pagesbook, and metfed 
at its rich feast of prodigies and adventures, learnedbreathed in the fragrance of its obsolete names, and 
dreamed again. At Mmidnight being come at length, I read one more tale another tale, for a nightcap—
this which here follows, to wit: 

Commented [A.T.4]: I would clarify this section. Make 
it more descriptive and set the scene. You are clearly 
going on a tour of the castle, but the 2018 reader may 
not catch that detail. 
 



 
 

MAIL MERGE PROCESS FOR 
EMAIL INVITATIONS 

&
THE ADR NAME TAG STYLE GUIDE

 
 
 
I edited the “Mail Merge Process for Email Invitations” in February 2018. This instructional docu-
ment was authored by a colleague within the Michigan State University Alumni & Donor Relations 
Department. The document was designated for internal use.

Taking advantage of this freelance opportunity, I reviewed the document and edited the content 
within Microsoft Word. Once the editing process was complete, I sent the document back to my 
colleague via email along with a brief introduction about how to use track changes in Word and an 
explanation of my editorial decisions. The contents of that email have been included in this portfolio 
within memo form.

In addition to the instructional document, I also created a style guide for event nametags to be used 
throughout the department of University Advancement (UA). This guide provides staff with the nec-
essary information to create nametags that are consistent with University Advancement policies 
and MSU branding. “The ADR Name Tag Style Guide” is now part of the MSU University Advance-
ment document library.

turkett2
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Email mMail Merge Process for Email 
Invitations 

  

Email Version  

The email mailThis is the process offor sending event information via email to the event 
participants invitees, along with a unique requiring  access the event with a login and password 
for each guest. 

1. The email merge data source information can be found at N Drive/Groups/Alumni & 
Donor Relations/…….. . .  
(Example: N/Groups/Alumni & Donor Relations/football/football 2016/pregame at Cowles 
house/pregame at Cowles 11-12 Rutgers/email invitation data)  
 
1. Note: – Make sure invitee emails are visible in the email column.  (see image 
below).included in fields 

 

2. Open and sSave to Desktop. (name doesn’t matter). 
2.  
3. Get Locate the mailing event invitation and save in MicrosoftS wWord. The information 

invitation can be found within the To Print Invitation folder on the N Drive.can be found 
at:   

3.  
4. In the Word document go toselect the Mailings tab. 

 

5. To make sure the correct people number are correct go to Mailing - then Edit Recipient 
List Select the Select Recipients drop-down menu. 

6. Go to Mailings -Select uUse an eExisting lList. (drop down)  
7. Go to mailings and Move cursor to the right of the login prompt, Within the document, 

highlight the login section. 
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8. Go to Mailing - selectSelect the Insert Mail Merge Field drop- down menu and - click the 
drop down and select the login prompt. 

9. Move cursor to the right of the password promptWithin the document, highlight the 
password section. 

10. Go to Mailing - sSelect the Insert Mail Merge Field drop- down menu- and click the drop 
down and select the password prompt. Use the  

10.11. Select Start mMail mMerge prompt drop-down menu. 
11.12.  Select the drop down tab to eEmail mMessages option. 
12.13. Go to mailings and sSelect the Finish & and mMerge button. A prompt box will 

come up appear. and iIn the ToO box,, select email in the drop downdrop-down menu 
selection and then put ininsert the event name in the subject line box.  Leave HTML as 
the selection for the mMmail format. 

 

13.14. Make sure your email originates from 
the events mailer email in Outlook. 

14.15. At this point the eventinvitation 
should will be sent successfully go to the 
invitees for the event. 
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MEMO 
To: Kevin Wyatt 
From: Amelia Turkette 
Date: 2/1/2018 
Re: Mail Merge Process for Email Invitations 
 

 

Overview 

The Mail Merge Process Documentation is attached with my edits. When you open 
the document, it will appear as a finished copy. To see all the individual edits, click 
on the red lines on the left of the page. If you want to accept all changes, simple 
click on “Accept” under the “Review” tab. Below is an explanation of my revisions. 
 

Title 

Since the title Email Mail Merge could be confusing for users, I changed the title to 
Mail Merge Process for Email Invitations. The font size has been reduced to 28. 
This way, the title appears on a single line. 
 

Organization & Formatting 

The font size has been changed to 12 so that the document fits on one page.  

In addition to adjusting the font, I’ve also adjusted the screenshots. The original 
images were slightly blurry and contained some personal information, so I selected 
different screenshots that focused solely upon the function mentioned. It may be 
useful to add a few more screenshots to demonstrate the final steps of the mail 
merge process. 
 

Style 

Since this is an instructional document for internal use, I’ve bolded certain 
keywords within the text. For example, when a button or tab from MS Word is 
mentioned within the document, it now appears in bold italics. File names and form 
labels are simply bolded. While these changes are not formal requirements within 
the Chicago Manual of Style, they will make the instructions easier for users to 
understand by highlighting the relationship between terms on the page and menu 
options within Microsoft Word.  
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While reviewing each step, I rephrased certain sections to add clarity and maintain 
consistency. For example, I inserted the word “select” at the beginning of each step 
that indicates a cursor action. I also deleted phrases such as “Move cursor to the 
right of the password prompt” and replaced it with “Within the document highlight 
the password section.” This change presents a clear action within the document, 
rather than broadly referring to a password prompt, which could cause confusion. 
 

Names & Terms 

To avoid abbreviations, I’ve changed “MS Word” to “Microsoft Word.” After the 
program is named once, all other references to the program simply refer to “Word.” 

Within this document the term “drop-down menu” is used often. In these instances, 
“drop-down” should be hyphenated since it is acting as the adjective for “menu.” 
 

Punctuation 

Since the original instructions appeared with a period after each step, I inserted 
periods after each step if one was missing. 
 

Conclusion 

This instructional document will be very helpful for our unit. With the suggested 
decisions, it is ready to file within the document library for our department. Please 
let me know if there are any questions regarding my editorial decisions. Thank you 
for authoring this helpful resource! 

 



27

ADR Name Tag Style Guide

Tag Dimensions            2 ¼” x 3 ½”

Font    Arial

Guest Name    24 pt, centered

Major Giving Donor Society        14 pt, centered under name

Annual Giving Club                    14 pt, centered under donor society 

Table Number                       14 pt, bottom right corner of nametag






