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Preface

Learn How We Blénd Text and Technology to
Create a Total Teaching and Learning Solution

2 o 4 )£
Excellence in Business Communication is a compelling model of today’s most effective instru‘étic;ial tec%hiqdeﬁs.z‘
Students can experience business communicationthhand through a variety of highly involving si u’I:t\ions, activities,
and real-world examples that no other textbook matches.
This textbook offers an extraordinary number of devices to simplify teaching, promote active learning, stimulate
critical thinking, and develop career skills. That's why it's the most effective teaching and learning tool you'll find for a
business communication course. As you'll see on the pages that follow, this text makes classes livelier, more relevant,

and more enjoyable.

NEW TECHNOLOGY IN THIS EDITION

Integrated Approach to Technology. Students are introduced to the pervasive
role of communication technology in a special four-page photo essay in
Chapter 1, “Powerful Tools for Communicating Effectively.” Colorful photos
and informative text illustrate e-mail, instant messaging, wireless networks,

Online workspsces such as eRoom mnd
Groove make i easy for far-flung team
shared files anywhere.

calling has long. Sy any time Accessible through a browser,
‘been possible through popular insiant Tocuions Commicnion sl 7 o0 LT T
mesaging progrms Inicne: videophone £ #180 helps compantes seve money folders and has buik-m intclligence (o
X control which team members can read.

edi, and save specific files

n

-mmw--l.- complexity of & face collaborstion.
videoconierencing sysicm

Some services are flexible enough to

include telecommuters who have broad-
band Iniemnet connections.

COMMUNICATING REMOTELY

Videoconferencing and Telepresence
Less costly than travel, videoconlerencing provides
‘many of the same benefis a5 an in-person mecting,
Advanced sysems include telepresence and robot sur-
rogates, which use computers 1o “place panicipants
in the room virtually, letting them see and hear every-
one while being seen snd heard themselves. Such real-
fstic interaction makes meetings more productive.

o e, IPTRORL, & Private cOm-
puter network that simplifies information sharing within the
company. Iniranets can handle company e-ma, instant mes-
saging (IM), websites. and even Internet phone connections. To
ensure the security of compeny communication and informa-
tion, intranets are shiekled from the public Internet

xv



web-based meetings, videoconferencing and telepresence, intranets,
extranets, Internet videophones, flexible workstations, electronic wall
displays, electronic presentations, corporate blogs, and online workspaces.
This overview helps students quickly grasp how technology is helping
businesspeople communicate effectively.

“Document Makeovers.” In each chapter of the book, an assignment
overview directs students to the OneKey website, where interactive exercises
help them apply chapter concepts to an actual business document.
“Document Makeovers” offer students an appealing opportunity to refine and
reinforce their writing skills in a dynamic multimedia environment.

Course Documents
% ) Excellence in
o “"“‘M Business
oy Communication
Sbeh Edition
' John V. Thill
\' Courtiand L. Bovée
OneKey is all you neadto access the best lsaching and leaming resources, OneKey offers
anywhers - anytime access 10 your s0ciology course A are
zed by chapter or gory to and apply what you've leamed in
class. OneKey for and
Your OneKaey course for C many vaiuable resources for




“Peak Performance
Grammar and Mechanics.”
In each chapter, students

are directed to the OneKey
website to improve their
skills with mechanics and
specific parts of speech by
using the “Peak
Performance Grammar and
Mechanics” module.
Students can take the
pretest to determine
whether they have any weak areas; then
they can review those areas in the
module’s refresher course. Students can
also take a follow-up test. For an extra
challenge or advanced practice, students
can take the advanced test.

INTERACTIVE STUDY GUIDE

Visit the Companion Website st www.prenhall.com/hill. For
Chaper 2, take advantage of the interactive “Study Guide" 1o

cles 10 get the latest on chapter topics, and complete the exer-
cises as specified by your instructor.

This sites “Study Hall® helps you succeed in this course.
“Talk in the Hall* lets you leave messages and meet new
friends online. If you have a question, you can “Ask the Tutor.”
And 10 get 3 better grade in this course, you can find more
help a1 “Writing Skills," “Study Skills,” and “Seudy Tips.”

PEAK PERFORMANCE GRAMMAR

AND MECHANICS

To tmprove your skill with pronouns, use the “Peak Performance
Grammar and Mechanics” module on the web. Visit www.

pnnh-ll comvthill, click “Peak Performance Grammar and

Mechanics,”

those areas in the Refresher Course. Take the Follow-Up Test 1o
check your grasp of pronouns. For an extra challenge or
advanced practice, take the Advanced Test. Finally, for additional
reinforcement, go 10 the “Improve Your Grammar, Mechanics,
and Usage" section that follows, and complete those exercises.

NEW CONTENT IN THIS EDITION

“Improve Your Grammar, Mechanics, and
Usage” exercises. To give students
additional practice in and reinforcement
of English skills, each chapter includes
one set of 10 exercises. These exercises
help students identify specific areas of
weakness so that they can overcome
them by studying the “Handbook of
Grammar, Mechanics, and Usage,” which

mlﬂhwumldpywhwymwd
and power over English grammar, mechanics, and
whmdﬁ—um-ﬂw‘.h
end of this textbook and review all of Section 1.2 (Pronouns).
Then look st the following 10 items. Underline the

1. The sales staff is preparing guidelines for (their, its) clients.
2. Few of the sales representatives turn in (their; its) repons

on time.
3. The board of directors has chosen (their; its) officers.
4. Gomez and Archer have told (his, their) clients about the

Tnew program.
5. Each manager plans 1o expand (his, their, his or her) sphere
of control next year.

6. Has everyone supplied (his, their, his or her) Social
number?

7. After giving every employee (his, their, a) raise, George
told (them, they, alf) sbowt the increased work losd.

8. Bob and Tim have opposite ideas sbout how 10 achieve
company goals. (Who, Whom) do you think will win the

debate?
9. Qymhj-w(*-ﬁ)lvﬂ
10. “dhmmﬂlﬂyﬁduﬂm
niche in the marketplace.
For additional exercises pronouns, go to
Grammar,

focusing on
www.prenhall.comhill and select “Handbook of
Mechanics, and Usage Practice Sessions.”

appears near the end of the book. Students are directed to the text’s website
for additional exercises that they can complete online using the “Handbook
of Grammar, Mechanics, and Usage Practice Sessions.”

Increased Coverage of Listening and Teams. To help students strengthen
their communication skills, material on listening and working in teams

effectively has been expanded and updated to include the latest information.

Improved coverage provides students with the foundation they'll need to

gain a competitive edge in today’s workplace.




xviii

Increased Coverage of Business Etiquette. To obtain employment and
succeed on the job, students need to understand and practice workplace
etiquette in areas such as personal appearance, face-to-face interactions
(smiles, handshakes, introductions, and dinner meetings), and telephone
interactions (receiving calls, making calls, and using voice mail). New
material on business etiquette covers all these topics and more.

Business Communication Video Library. Entirely new, professionally produced
videos cover topics such as ethics, technology, globalization, and
intercultural communication. Each video features real-world examples and is
designed to effect a deeper understanding of the concepts and issues covered
in the text. Video cases and teaching guides, located at www.prenhall.com/
thill, are introduced with a synopsis, and exercises ask students to react to
the videos by responding to questions, making decisions, and taking the
initiative to solve real business communication problems. Titles in the video
library:

* Technology and the Tools of Communication, 2003, 5.13 minutes

» Communicating Effectively in the Global Workplace, 2003, 11.12 minutes

* Ethical Communication, 2003, 11.40 minutes

« Impact of Culture on Business, 2004, 18.26 minutes

* Global Business and Ethics, 2004, 12.07 minutes

» Teamwork and the WNBA’s Connecticut Sun, 2005, 12.05 minutes

* Second City: Communication, Innovﬁtion, & Creativity, 2005, 11.13 minutes
Chapter-Framing “On-the-Job” Vignettes and Simulations. Each chapter
opens with a vignette that describes communication in an actual company,
and each chapter closes with a simulation that provides situational problems
for students to solve. Both “On the Job” features vividly demonstrate the link

between chapter contents and life on the job, while offering students an
opportunity for real-world decision making,

Emphasis on Process and Product. To help students write business
messages quickly, easily, and effectively, chapters are organized into a
series of three easy-to-follow steps (planning, writing, and completing



business messages). A “Three-Step Writing Process” graphic not only
illustrates the general process but is also applied to specific examples

throughout the book.

‘establish a good relationship with your audience.

Organize the Information

Define your main idea, limit the scope, group your
points, and choose the direct or indirect approach.
Compose the Message

Control your style through level of formality and
sothaty il

paragraphs.

Revise the Message

Evaluate content and review readability; then edit
‘and rewrite for conciseness and clarity.
Produce the Message

Use effective design elements and suitable delivery
‘methods.

Proofread the Message
Review for ermors in layout, spelling, and mechanics.

Checklists. Useful during the course and even years after completion,
checklists help students organize their thinking when they begin a project,
make decisions as they write, and check their own work. Operating as
reminders rather than “recipes,” these checklists provide useful guidelines
without limiting creativity.

Special Feature Sidebars. Boxed and strategically placed within each chapter,
%pecial-feature sidebars extend the chapter material and center on four well-
integrated themes: Promoting Workplace Ethics, Achieving Intercultural
Communication, Sharpening Your Career Skills, and Using the Power of
Technology. The boxes provide students with additional opportunities to
analyze business communication principles and practices.

Sample Documents with Annotated Comments. Students can examine
numerous sample documents, many collected by the authors in their
consulting work at well-known companies. Some documents are
accompanied by a three-step-writing-process graphic, and all documents
include marginal annotations to help students understand how to apply the
principles being discussed.

“Documents for Analysis.” Students have the opportunity to critique and
revise a wide selection of documents, including letters, memos, e-mail,
graphic aids, and résumés. Hands-on experience in analyzing and improving
sample documents helps students revise their own business messages, and
extends the experience students gain working with the Document Makeover
feature in OneKey.
Xix



s’
9 In the time since | last wrote you. our new parking lot at the end of Oakcliff Unnecessary clause
Avenue has been completely finished. | wanted to advise you that we're plan- o——3& Redundancy and unnecessary clause
ning a little celebration on August 24, a sort of grand opening of our new park-
ing lot. It would be appreciated if you or others from the commission could o——3 indefinite pronoun starter
attend. This project seems to have solved the neighborhood parking problems Hedging sentence
we've all been experiencing. o——4 Unnecessary clause
So that the impact of the 80 cars parked in that lot will be minimized, we under-  e———3§ Wordy phrase
took the planting of more than 850 adult plants—all of them native to thisarea. & Camouflaged verb
‘This work has been by employee during their
lunch hours. There was no cost 1o the laxpayers. While this work is not fin- o——F Indefinite pronoun starter
ished, the lot itsell is working well and handling the overflow from owr main o3 Redundancy
lot. We' moved all the with thiy olf
neighborhood streets.
My dedication lo good relations with our neighbors in this area is immense, so o——F Overly enthusiastic
lu-dollghldv‘ﬂlhmﬂtyhcvﬂdnuylunh-pvbh—-ﬂhwm o+——4 Wordy phrase and negative word
LL
>
°
Rea
¥ /
Woodward Technical Labs [
248 Oak Clitf Drive 1
San Jusn Capistranc. CA 92673 Uy |
(349) 696-827 J
Fax: (349) 6968249 weew. woodwardiab.com
August 7, 2004
Ms. Jennifer Haller. Executive Director
San Juan Capistrano Planning Commission
8478 Ortega Hwy.
Snm]nn'lCaph‘mCAm
Dear Ms. Halter:
Deletes all
unnecessary clauses ————e  Our new parking lot at the end Avenue has beea We're
Clarifies redundancy —4——  Planning an opening celebration on August 24. and we invite you and others o——3- Rewrites to avoid
from the commission 1o attend. This project has solved the neighborhood indefinite pronoun
Rewrites hedging ————4—— parking situation. starter
Repiaces wordy ————+— Also, lo minimise the impact of the 80 cars parked in our new lot, we have
phrase with infinitive Mnmmmmnmmmnmm o——3 Replaces camouflaged
by employee their lunch hours at no cost lo verb
Rewrites section Although the planting is not quite finished. the lot
to avoid indefinite (Iullhdlmlﬁhbmﬂllnqtbnw-dbwhamm-ﬂlnhi We've essentially o—4- Removes redundancy
pronoun starter moved all cars off streets.
E Woodward is dedi 10 good relations with our neighbors, so
Ends positively ————— we are pleased thot our cars will no longer crowd neighborhood sirests. o——J- Rewrites to avoid
Sincerely.
Jef Singleton
Vice President. Public Relations

Exercises and Cases. Hundreds of exercises challenge students with practical
assignments like those they will most often face at work. Each exercise is
labeled by type (such as “Team,” “Ethical Choices,” “Self-Assessment,” or
“Internet”) to make it easier for instructors to assign specific types of homework
activities. Exercises appear in each chapter of the book. Real-world cases are
based on actual organizations and appear in Chapters 7-9, 11-12, and 14-15.
All exercises and cases have suggested answers in the instructor’s manual.

INSTRUCTOR’S SUPPLEMENTS

¢ Instructors Resource Manual

¢ Test Item File



¢ Electronic Test Generator

* Color Acetate Transparency Program

» PowerPoint Presentation—Basic and Enhanced Versions
 Video Series

* Instructor Resource Center on CD and online includes all supplements and is
available for downloading

* Authors’ E-Mail Hotline for Faculty (hotline@leadingtexts.com)

* Course Management: WebCt, Blackboard, and Course Compass—all available
in OneKey

STUDENT’S SUPPLEMENTS

¢ Study Guide

* Companion Website for students includes a student version of the
PowerPoint package, an online Study Guide, the English-Spanish Audio
Glossary of Business Terms, the Handbook of Grammar, Mechanics, and
Usage Practice Sessions, and the Business Communication Study Hall—which
allows students to brush up on several aspects of business communication—
grammar, writing skills, critical thinking, report, résumé, and PowerPoint

development.

* OneKey Learning Modules Each chapter is divided in approximately four
sections. Each section has a pretest of five questions, a summary for review, an
online learning activity, and a post test of 10 questions. Also included in the
OneKey website are a grammar assessment tool and document makeovers

which allow students to practice their revision skills.
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