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Preface

Thill/Bovée, Excellence in Business Communication, 7th Edition, delivers an abundance
of the most realistic model documents so your students can learn by example.

SUCCESSFUL COMMUNICATION MODELS FOR REFERENCE,
ANALYSIS, AND PRACTICAL LEARNING

Years of positive feedback from instructors and students confirm the importance
of the many model documents offered in Excellence in Business Communication.
This tradition of success continues with the seventh edition, with both updated

documents in the text and new computer-gradable documents online.

Model Documents with Concise Annotations

Students can examine numerous sample documents, many collected by the
authors in their consulting work at well-known companies. Many documents
are accompanied by a customized graphic of the three-step writing process,
and all documents include marginal annotations to help students understand
how to apply the principles being discussed. For the seventh edition, the
model documents and annotations have been extensively revised and

improved in response to reviewer input.
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xvi Preface

Document Makeovers: Online,
Interactive Documents for Analysis

Students have the opportunity in every chapter to critique and revise a wide
selection of documents, including e-mail messages, letters, memos, report
sections, and résumés. By experiencing firsthand the elements that make a
document successful, students gain the insights they need to analyze and

improve their own business messages.

Course Documents

@

_ Guided Tour

Key

Excellence in

COMMUNICATION Business
Communication

Seventh Edition

John V. Thill
Courtland L. Bovée

OneKey is ali you needto access the bestteaching and learning resources. OneKey offers
anywhere - anytime access to your sociology course materials. All resources are conveniently
organized by textbook chapter or resource category to reinforce and apply what you've learned in
class. OneKaey for convenience, simplicity, and success!

e

Your Onekey course for Business Communication containg many valuable resources for
exending your understanding including:

* Document Makeovers =

Online Peak Performance CD-ROM

o Leaming Modules with activities and quizzes

+ Student PowerPoints

Chapter ouluﬂg

, Document Makeover
IMPROVE THIS MEMO Sea e

To practice correcting drafts of actual documents, visit your

online course or the access-code protected portion of the
Companion Website. Click “Document Makeovers,” then

click Chapter 8. You will find a memo that contains problems

and errors relating to what you've learned in this chapter about :
handling negative messages. Use the "Final Draft” decision tool

to create an improved version of this memo. Check the message -

for the use of buffers, apologies, explanations, subordination,
embedding, positive action, conditional phrases; and upbeat
perspectives. -

NEW AND IMPORTANT COVERAGE
OF CRITICAL TOPICS

Even as technology continues to revolutionize business communication, business
leaders are placing renewed emphasis on the human factor—teamwork,
listening, etiquette, ethics, and other key topics. The seventh edition provides
comprehensive, up-to-date coverage of all these vital subjects.
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Integrated Approach to Communication Technology

Technology and communication skills are interwoven throughout the text,

reflecting the expectations and opportunities in today’s workplace:

computer animation
corporate blogs

digital rights

electronic documents
electronic forms
electronic presentations
electronic résumé production
e-mail

e-portfolios

extranets

graphic design software

groupware and shared online
workspaces

idea-generation and document-
planning software

image processing tools

instant messaging and online chat
systems

interactive media

Internet telephony (VoIP)
interview simulators

intranets

latest online research techniques

linked and embedded documents

multimedia documents
multimedia presentations
online survey tools

podcasting

résumeé scanning systems

RSS newsfeeds

search and metasearch engines

security and privacy concerns in
electronic media (including
e-mail hygiene)

social networking applications
streaming media

text messaging

templates and stylesheets
translation software
videoconferencing and telepresence
virtual agents and bots

virtual private networks (VPNs)
web directories

web publishing systems
web-based virtual meetings
webcasts

website accessibility

wireless networks

Enhanced Coverage of Listening and Teams

To help students strengthen their communication skills, material on listening

and on effectively working in teams has been expanded and updated.

Improved coverage provides students with skills they’ll need to gain a

competitive edge in today’s workplace, including overcoming the tendency to

prejudge, listening across cultural and language barriers, and using short-

term memorization techniques that boost retention and reduce

misinterpretation.
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Extensive Coverage of Business Etiquette

Feedback from employers continues to stress the need for new hires to learn

proper business etiquette. Excellence in Business Communication advises

students in such areas as personal appearance, face-to-face interactions,

written correspondence (including maintaining etiquette in both negative and

persuasive messages), research (such as respecting the privacy of interview

subjects), IM and e-mail, telephone interactions (including reducing cell

phone disruptions and using voice mail), intercultural interactions, and job

searches and interviewing. Moreover, the seventh edition incorporates the

latest thinking on the controversial subject of corporate apologies.

Peak Performance Grammar and Mechanics

4

,M.m ..s:m m.u U

GRAMMAR

INTRODUCTION — GRAMMAR BASICS ~ SENTENCES PUNCTUATION  MECHANICS OF STYLE VOCABULARY

Grammar Basics:

Pratest

INTERACTIVE STUDY GUIDE
Visit www.prenhall.com/thill, then locate your book and
click on its Companion Website link. Select Chapter 8 10 take
advantage of the interactive “Chapter Quiz" to test your
knowledge of chapter concepts. Receive instant feedback on
whether you need additional studying. Also, visit the “Study
Hall,” where you'll find an abundance of valuable resources
that will help you succeed in this course.

Nouns snd Pronouns:

Refresher Course:

o Nouns: Plural and Possessive
» Pronouns

o Pronoun Classes

o Pronoun Case

PEAK PERFORMANCE GRAMMAR
AND MECHANICS

Il your instructor has required the use of “Peak Performance
Grammar and Mechanics,” either in your online course or on
CD, you can improve your skill with commas by using the
“Peak Performance Grammar and Mechanics™ module. Click
“Commas.” Take the Pretest to determine whether you have
any weak areas. Then review those areas in the Refresher
Course. Take the Follow-Up Test to check your grasp of com-
mas. For an extra challenge or advanced practice, take the
Advanced Test. Finally, for additional reinforcement, go to the
“Improve Your Grammar, Mechanics, and Usage” section that
follows, and complete those exercises.

This feature, available in both
online and CD formats, helps
students improve their skills
with mechanics and specific
parts of speech. Each chapter
module has a pretest that lets
students determine whether
they have any weak areas.
Students can then review those
areas in the module’s refresher
course and verify learning with
the follow-up test. An advanced
test offers an extra challenge or
additional practice.

THOROUGH UPDATES TO CONTENT, FEATURES,
AND ACTIVITIES

No matter how successful it may be, no business text can stand still in today’s

dynamic environment. The seventh edition is thoroughly updated, from the

learning objectives that launch each chapter to the exercises, activities, and cases

that help students apply what they've learned. (A complete list of chapter-by-

chapter changes and improvements is available in the Instructor’s Manual.)
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Real-Company Vignettes, Simulations, and Cases

Every chapter starts with an “On-the-Job” vignette highlighting a recent
communication dilemma that a business professional solved by applying the
very same concepts the student is about to learn. The chapter-ending
simulation then places students in a professional role in that company and
challenges them to resolve four intriguing communication dilemmas. All 15
of these vignette/simulation pairs are new in the seventh edition and feature
such firms as blogging innovator Six Apart, Mark Burnett Productions
(creators of Survivor and The Apprentice), Scion (Toyota’s youth-oriented
brand), and Rolling Stone magazine.

The broad selection of cases has also been extensively updated, with a
wider variety of short, medium, and long cases and activities involving the
latest communication technologies. In addition to creating more-traditional
memos, letters, and reports, students can practice drafting blog postings,
scripting podcasts, and writing instant messages.

Refinements to the Proven Three-Step Writing Process

The three-step writing process at the heart of Excellence in Business
Communication has been further refined to present substeps in a more logical
order. As before, the process is customized and illustrated throughout the
text to show students how to apply it to a wide range of writing tasks.

VERSATILE RESOURCES FOR
INSTRUCTORS AND STUDENTS

The total Excellence in Business Communication package helps instructors and
students take full advantage of new advances in technology that can have a
highly positive effect on learning. The blending of print and online materials
makes this text the most effective teaching and learning tool you'll find for a
business communication course.

Instructor's Resource Center

At www.prenhall.com/irc, instructors can access a variety of print, digital
media, and presentation resources available with this text in downloadable,
digital format. Registration is simple and gives you immediate access to new
titles and new editions. As a registered faculty member, you can download
resource files and receive immediate access and instructions for installing
course management content on your campus server.
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If you ever need assistance, our dedicated technical support team is ready
to help with the media supplements that accompany this text. Visit
www.247.prenhall.com for answers to frequently asked questions and toll-
free user support phone numbers.

The following supplements are available to adopting instructors (for
detailed descriptions, please visit www.prenhall.com/irc):

* Instructor’s Resource Center (IRC) on CD-ROM—ISBN- 0-13-187082-3
* Printed Instructor’s Manual—ISBN: 0-13-187083-1
* Printed Test Item File—ISBN: 0-13-187085-8

* TestGen Test Generating Software—Available at the IRC (online or on
CD-ROM).

* PowerPoint Slides—Both basic and enhanced versions are available at the IRC
(online or on CD-ROM).

* Classroom Response Systems (CRS)—Available at the IRC (both online and on
CD-ROM). Learn more at www.prenhall.com/crs.

* Image Bank—Visit the IRC on CD-ROM for this resource.
* Custom Videos on DVD—ISBN: 0-13-187088-2

* Custom Videos on VHS—ISBN: 0-13-187087-4

* Transparency Package—ISBN: 0-13-187086-6

OneKey Online Courses: OneKey for Convenience,
Simplicity, and Success

OneKey offers complete teaching and learning online resources all in one
place. OneKey is all that instructors need to plan and administer courses,
and OneKey is all that students need for anytime, anywhere access to online
course material. Conveniently organized by textbook chapter, these resources
save time and help students reinforce and apply what they have learned.
OneKey is available in three course management platforms: Blackboard,
CourseCompass, and WebCT.

OneKey resources include

* Learning modules (Each section within each chapter offers a 5-question pretest, a
summary for review, an online learning activity, and a 10-question posttest.)

* Peak Performance Grammar and Mechanics

* Two versions of Document Makeovers (One version feeds your gradebook, and
one provides student practice.)

* Access to Mydropbox.com
* Peer review software

* E-Lecture Student PowerPoints

OneKey requires an access code, which can be shrink-wrapped with
new copies of this text. Please contact your local sales representative for
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Password-Protected Interactive Media

A new access-code protected website has been developed to accompany the
seventh edition. This website houses the Peak Performance Grammar and
Mechanics and Document Makeover features. This site has been designed for
professors who wish to use this material but do not want the rest of the
OneKey content and who do not need this information to feed the gradebook.
The Prentice Hall Business Communication Website requires an access
code, which professors can ask to have shrink-wrapped with new copies
of this text. Please contact your local sales representative for the correct
ISBN. Codes may also be purchased separately at
www.prenhall.com/management.

Study Guide

This handy guide (ISBN: 0-13-187081-5) helps students assess, explore, and
improve each of the skills they're expected to master throughout the course.

Companion Website

This text's Companion Website at www.prenhall.com/thill contains valuable
resources for both students and professors, including access to a student .
version of the PowerPoint package, an online Study Guide, the English- k Q
Spanish Audio Glossary of Business Terms, the Handbook of Grammar, M ‘
Mechanics, and Usage, and the Business Communication Study Hall, which Companion
allows students to brush up on several aspects of business communication— Website
grammar, writing skills, critical thinking, report writing, résumés, and
PowerPoint development.

SafariX eTextbooks Online

SafariX eTextbooks Online were developed for students looking to save
money on required or recommended textbooks. Students simply select their
eText by title or author and purchase immediate access to the content for the
duration of the course using any major credit card. With a SafariX eText,
students can search for specific keywords or page numbers, make notes
online, print out reading assignments that incorporate lecture notes, and
bookmark important passages for later review. For more information, or to
purchase a SafariX eTextbook, visit www.safarix.com.
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VangoNotes in MP3 Format

Study on the go with VangoNotes—chapter reviews from your text in
downloadable MP3 format. Now wherever you are—whatever you're doing—
you can study by listening to the following for each chapter of your textbook:
* Big Ideas: Your “need to know” for each chapter

* Practice Test: A gut check for the Big Ideas—tells you if you need to keep studying
* Key Terms: Audio “flashcards” to help you review key concepts and terms

* Rapid Review: A quick drill session—use it right before your test

VangoNotes are flexible; download all the material directly to your player,
or only the chapters you need. And they're efficient. Use them in your car, at
the gym, walking to class, wherever. So get yours today. And get studying.
Visit www.VangoNotes.com.

AUTHORS' E-MAIL HOTLINE FOR FACULTY

Integrity, excellence, and responsiveness are the authors’ hallmarks. That
means providing you with textbooks that are academically sound, creative,
timely, and sensitive to instructor and student needs. As an adopter of
Excellence in Business Communication, you are invited to use the authors’
E-mail Hotline (hotline@leadingtexts.com) if you ever have a question or
concern related to the text or its supplements. You can also access the hotline
at the authors’ website: www.leadingtexts.com.

FEEDBACK

The authors and the product team would appreciate hearing from you!
Let us know what you think about this textbook by writing to
college_marketing@prenhall.com. Please include “Feedback about
Thill/Bovee 7e” in the subject line.

If you have questions related to this product, please contact our customer
service department online at www.247.prenhall.com.

REVIEWERS

Our thanks to the many individuals whose valuable suggestions and
constructive comments contributed to the success of this book. The authors are
deeply grateful to Janet Adams, Minnesota State University—Mankato; Gus
Amaya, Florida International University; Anita S. Bednar, Central State
University; Donna Cox, Monroe Community College; Sauny Dills, California
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Polytechnic State University—San Luis Obispo; Ruthann Dirks, Emporia State
University; Cynthia Drexel, Western State College; Mary DuBoise, DeVry
Institute of Technology—Dallas; J. Thomas Dukes, University of Akron; Karen
Eickhoff, University of Tennessee; Lindsay S. English, Ursuline College; Mike
Flores, Wichita State Universify; Charlene A. Gierkey, Northwestern Michigan
College; Sue Granger, Jacksonville State University; Bradley S. Hayden, Western
Michigan University; Joyce Hicks, Valparaiso University; Michael Hignite,
Southwest Missouri State; Mark Hilton, Lyndon State College; Cynthia
Hofacker, University of Wisconsin—Eau Claire; Louise C. Holcomb, Gainesville
College; Larry Honl, University of Wisconsin—Eau Claire; Kenneth Hunsaker,
Utah State University; Sandie Idziak, University of Texas; Robert O. Joy, Central
Michigan University; Paula R. Kaiser, University of North Carolina—Greensboro;
Paul Killorin, Portland Community College; Linda M. LaDuc, University of
Massachusetts—Amherst; Jennifer Loney, Portland State University; Al Lucero,
East Tennessee State University; Rachel Mather, Adelphi University; Linda
McAdams, Westark Community College; Melinda McCannon, Gordon College;
Bronna McNeely, Midwestern State University; William McPherson, Indiana
University of Pennsylvania; Russ Meade, Tidewater Community College; Betty
Mealor, Abraham Baldwin College; Mary Miller, Ashland University; Joe
Newman, Faulkner University; Barbara Oates, Texas A&M University; Richard
Profozich, Prince George’s Community College; Brian Railsback, Western
Carolina University; John Rehfuss, California State University—Sacramento; Joan
C. Roderick, Southwest Texas State University; Salvatore Safina, University of
Wisconsin; Jean Anna Sellers, Fort Hays State University; Andrea
Smith—Hunter, Siena College; Carol Smith White, Georgia State University;
Karen Sneary, Northwestern Oklahoma State University; Jeanne Stannard,
Johnson County Community College; Terisa Tennison, Florida International
University; Michael Thompson, Brigham Young University; Robert von der
Osten, Ferris State University; Betsy Vardaman, Baylor University; Karl V.
Winton, Marshall University; Billy Walters, Troy State University; George
Walters, Emporia State University; John L. Waltman, Eastern Michigan
University; E Stanford Wayne, Southwest Missouri State; Robert Wheatley, Troy
State University; Rosemary B. Wilson, Washtenaw Community College; Beverly
C. Wise, SUNY-Morrisville; Aline Wolff, New York University; Bonnie
Yarbrough, University of North Carolina—Greensboro.

WEe also appreciate the notable talents and distinguished contributions of
Deborah Valentine, Emory University; Anne Bliss, University of Colorado—
Boulder; Carolyn A. Embree, University of Akron; Carla L. Sloan, Liberty
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