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Fundamental s of Contemporary Business Communication distills the basic
concepts of successful business communication, placing significant emphasis on
grammar and mechanics. The author's hands-on approach--including the unique
3Ps (problem, process, product) model--connects topics, examples, and exercises
to the modern workplace. Fundamentals combines the traditional textbook format
with aworkbook, allowing students to immediately test, apply, and reinforce the
basics of business communication. The Second Edition continues the author's
integrated approach to grammar and mechanics. Language Arts topics appear in
every third chapter to introduce or review the basic rules of usage. Part VI of the
text includes five modules. Sentence Structure; Business-Style Punctuation;
Verbs and Subject-Verb Agreement; Using Pronouns, Adjectives, and Adverbs,
and Mechanics in Business Writing. These modules are close to chapter length
and are more thorough than the brief reference manuals that appear in other texts.
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including the unique 3Ps (problem, process, product) model --connects topics, examples, and exercises to the
modern workplace. Fundamentals combines the traditional textbook format with a workbook, allowing
students to immediately test, apply, and reinforce the basics of business communication. The Second Edition
continues the author's integrated approach to grammar and mechanics. Language Arts topics appear in every
third chapter to introduce or review the basic rules of usage. Part VI of the text includes five modules:
Sentence Structure; Business-Style Punctuation; Verbs and Subject-Verb Agreement; Using Pronouns,
Adjectives, and Adverbs; and Mechanics in Business Writing. These modules are close to chapter length and
are more thorough than the brief reference manuals that appear in other texts.
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Editorial Review

Review

|. Foundations of Business Communication 1. Understanding Business Communication 2. Contemporary
Issues in Business Communication 3. Interpersonal Communication Skills 1. Developing Y our Business
Writing Skills 4. The Writing Process 5. Revising Y our Writing I11. Correspondence 6. Routine Letters,
Memos, and E-Mail Messages 7. Persuasive Letters, Memos, and E-Mail Messages 8. Bad-News L etters,
Memos, and E-Mail Messages IV. Written and Oral Business Reports 9. Planning the Business Report and
Managing Data 10. Writing the Business Report 11. Making Oral Presentations V. Employment
Communication 12. The Job Search, Resumes, and Job-Application Letters 13. Employment Interviewing
and Follow-Up V1. Developing Y our Business English Skills A. Business Sentence Structure B. Business-
Style Punctuation C. Verbs and Subject-Verb Agreement D. Using Pronouns, Adjectives, and Adverbs E.
Mechanics in Business Writing
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Scot Ober (Ph.D, Ohio State) is a full-time consultant in business communication and document processing.
Prior to his consulting career, Dr. Ober was Professor of Business at Ball State University. In addition to
having taught Business Communication for over twenty years, he served as Editor of the Business
Communication Quarterly for 1995 and 1996 and conducted an MBA-level Distance Learning Program
through Ball State University.

Users Review
From reader reviews:
James M atter:

Book will be written, printed, or highlighted for everything. Y ou can learn everything you want by a
publication. Book has a different type. Asyou may know that book isimportant thing to bring us around the
world. Adjacent to that you can your reading skill was fluently. A publication Fundamentals of
Contemporary Business Communication (2nd Edition) will make you to be smarter. Y ou can feel more
confidence if you can know about every thing. But some of you think that open or reading some sort of book
make you bored. It's not make you fun. Why they are often thought like that? Have you looking for best book
or appropriate book with you?

Edna Bar nett:

The guide untitled Fundamentals of Contemporary Business Communication (2nd Edition) is the reserve that
recommended to you to study. Y ou can see the quality of the publication content that will be shown to you
actually. The language that author use to explained their ideas are easily to understand. The author was did a
lot of analysis when write the book, to ensure the information that they share for your requirementsis
absolutely accurate. Y ou also could get the e-book of Fundamentals of Contemporary Business
Communication (2nd Edition) from the publisher to make you far more enjoy free time.



Michael Patterson:

Spent afree time for you to be fun activity to perform! A lot of people spent their sparetime with their
family, or their particular friends. Usually they accomplishing activity like watching television, gonna beach,
or picnic inside park. They actually doing same every week. Do you feedl it? Do you wish to something
different to fill your current free time/ holiday? May be reading a book can be option to fill your free of
charge time/ holiday. The first thing you ask may be what kinds of book that you should read. If you want to
try look for book, may be the reserve untitled Fundamentals of Contemporary Business Communication (2nd
Edition) can be good book to read. May be it might be best activity to you.

Heather Killen:

A lot of people always spent their very own free time to vacation or perhaps go to the outside with them
family members or their friend. Do you know? Many alot of people spent these people free time just
watching TV, or perhaps playing video games all day long. If you wish to try to find anew activity hereis
look different you can read the book. It isreally fun for you personaly. If you enjoy the book that you read
you can spent 24 hours a day to reading a guide. The book Fundamentals of Contemporary Business
Communication (2nd Edition) it is extremely good to read. There are alot of individuals who recommended
this book. They were enjoying reading this book. If you did not have enough space to deliver this book you
can buy the particular e-book. Y ou can mOore simply to read this book from a smart phone. The price is not
to fund but this book possesses high quality.
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