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Practical, well-organized, and readable, this highly successful book explains the
basics of business communication and then provides practice in applying them —
in many “real-world” forms of communication. It uses writing improvement
exercises to emphasize workplace skills that are needed in order to communicate
credibly, and compose letters, memorandums, reports, proposal's, employment
communications and oral presentations. Chapter topicsinclude: state-of-the art
technology challenges; basic qualities for effective communications; valuable
tips on finding and keeping ajob, advancing, and resigning; a basic theory of
communication; the role of ethicsin business communication; and healthy
computing. For individualsin the business world who want to improve their
written communication skills and products.
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Editorial Review

From the Publisher

Practical, well-organized and entertaining, this highly successful book explains basic business
communication principles and then gives students practice in applying these principlesin letters,
memorandums, reports, proposals, employment communications and oral presentation.

From the Inside Flap
Preface

Instructors from New Y ork City to Singapore have used previous editions of this book in college classrooms,
continuing education, corporate training, and vocational education programs since 1976. We detail some of
the reasons that this book has been so successful for so long. To the Student

According to asurvey conducted by The Wall Street Journal, 80 percent of United States businesses cited
written communication as their employees' biggest skill problem. We have written this book so that

Y ou will learn to communicate in a way that increases your credibility in business situations and in other
business courses. Y ou will learn to avoid embarrassing mistakes in your letters, emails, presentations and
other communications. Y ou will be able to create resumes, cover letters and other business communications
that will help you to get and keep a good job.

We have incorporated features that we know you care about. These include:

A real world emphasis on practical skills that you will usein your jobs. Up to date coverage of the
communication techniques you need in today's workplace. An entertaining writing style that uses humor and
anecdotes. Our assignments match the experience level of early college students. Job interview questions are
featured. We have included questions most commonly asked during job interviews. A convenient and low
cost format is featured. Business Communication 6th edition combines a textbook with a workbook, so you
don't need to buy two separate books. To the Instructor

This new edition has many features that help make your teaching more effective and convenient.

Convenient annotated instructor's edition. Y ou don't have to fumble back and forth between the text and the
instructor's manual while teaching. Concise coverage of basic business communication. We have made this
book concise so you can cover al the basics of business communication in one quarter or semester. Grading
Guidelines. We provide guidelines for grading. Convenient textbook/workbook format. For short answer
assignments, this format allows students to simply write their answers in the workbook, rip out the page and
hand it in. It also means that you and the students do not need to deal with two separate books—a workbook
and atextbook. Up-to-the minute coverage on the latest information technologies, including email, fax, voice
mail, and the World Wide Web. The Clear Organization of this Book

Originally this book was written to create a textbook with a coherent, progressive organization that makes it
easy for students to grasp and apply the basics of business communication to many forms of
communication—a textbook that avoided the "grab bag" form of organization that seemed to say to the
reader "it'sal in there..., if you can only find it."



The first chapter introduces a basic theory of communication and shows students the benefits of studying
business communication. It introduces students to some of the ongoing themes that run throughout the
book—including ethicsin business communication and communication technol ogies.

The next three chapters present the basics of business communications: attractive appearance, atone of good
will, and clear and complete message.

Therest of the book applies these principles to different types of messages—routine and positive messages,
negative, sales and persuasive messages; miscellaneous messages, communication on the internet,
employment messages; and finally presentations, reports, and term papers.

We must say: We believe we have written the right book for today's changing basic Business
Communication classes and that studying this book will help students get better jobs.

"The more things change, the more they remain the same" goes the old expression. Since this book was first
published over twenty years ago, the forms of business communication have changed dramatically. But the
basics of organization and writing have remained the same. So by learning the basics and how they apply to
many different forms, students get a solid foundation upon which to face the ever-changing forms of
business communication that will emerge. Features Which Help Studentsto Learn

This edition has many features that will help students learn business communication. They include:

Designed for learning. The chapters include many checklists and writing improvement exercises, and end
with areview exercise. More Examples. This edition has an even stronger visual presentation, with more
diagrams and with more examples of letters, forms, emails, and web pages. Easy to read. A clear writing
style that uses clear vocabulary and sentences makes the ideas understandabl e to students from diverse
cultural and educational backgrounds. We work to write at the high school reading level, which is the same
level as most business publications such as Business Week and the Wall Street Journal. We work hard to
write a clear and understandable book, without oversimplifying ideas or talking down to the student.
Checklists that students can use as guides to writing messages (such as email, sales letters. etc.) and to check
their work for this class. Writing improvement exercises which give students the chance to immediately
apply what they have learned. Boldfaced Key Terms. We write key terms in boldface type when they are
first introduced in the book. This makes it easier for the student to find key terms and identify the most
important ideas. Up to Date Coverage The book contains up to date coverage of issues such as ethics and
technology.

Ethics. This book does not tuck moral issues in business communication away in one chapter or limitittoa
few boxed features lightly spread throughout the text. These issues are so important that we integrate them
throughout the textbook. Technology. Chapter 11 contains computers, the internet and other communication
technologies. Also, technological issues are covered throughout the main body of the text. Thisincludes
information technologies such as email, voicemail, desktop publishing, cell phones, and more.
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From the Back Cover

Practical, well-organized, and readable, this highly successful book explains the basics of business
communication and then provides practice in applying them — in many “real-world” forms of
communication. It uses writing improvement exercises to emphasi ze workplace skills that are needed in
order to communicate credibly, and compose |etters, memorandums, reports, proposal's, employment
communications and oral presentations. Chapter topics include: state-of-the art technology challenges; basic
gualities for effective communications; valuable tips on finding and keeping ajob, advancing, and resigning;
abasic theory of communication; the role of ethicsin business communication; and healthy computing. For
individuals in the business world who want to improve their written communication skills and products.

Users Review
From reader reviews:
Desiree Thorne;

The book Business Communication with Writing Improvement Exercises (6th Edition) gives you the sense
of being enjoy for your spare time. Y ou can use to make your capable considerably more increase. Book can
to be your best friend when you getting strain or having big problem with your subject. If you can make
reading a book Business Communication with Writing Improvement Exercises (6th Edition) being your
habit, you can get far more advantages, like add your own capable, increase your knowledge about afew or
all subjects. Y ou may know everything if you like start and read a book Business Communication with
Writing Improvement Exercises (6th Edition). Kinds of book are alot of. It means that, science publication
or encyclopedia or other folks. So , how do you think about this publication?

Wanda Matthews:

Nowadays reading books are more than want or need but also work as alife style. This reading practice give
you lot of advantages. Advantages you got of course the knowledge the particular information inside the
book this improve your knowledge and information. The details you get based on what kind of reserve you
read, if you want send more knowledge just go with knowledge books but if you want really feel happy read
one using theme for entertaining for instance comic or novel. The Business Communication with Writing
Improvement Exercises (6th Edition) is kind of book which is giving the reader unstable experience.

Anthony Edwards:

Y ou could spend your free time to see this book this book. This Business Communication with Writing
Improvement Exercises (6th Edition) is simple to bring you can read it in the playground, in the beach, train
in addition to soon. If you did not have much space to bring the actual printed book, you can buy the actual
e-book. It is make you much easier to read it. Y ou can save typically the book in your smart phone. Thus
there are alot of benefits that you will get when you buy this book.



Paul Smith:

Beside this particular Business Communication with Writing |mprovement Exercises (6th Edition) in your
phone, it may give you away to get more close to the new knowledge or facts. The information and the
knowledge you might got here is fresh through the oven so don't become worry if you feel like an older
people live in narrow town. It is good thing to have Business Communication with Writing Improvement
Exercises (6th Edition) because this book offers for you readable information. Do you at times have book but
you don't get what it's exactly about. Oh come on, that will not end up to happen if you have thisinside your
hand. The Enjoyable option here cannot be questionable, such as treasuring beautiful island. Use you till
want to miss this? Find this book and also read it from right now!
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