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A Guided Lour of

Business

Communication
Essentials

An All-in-One Text-Workbook with Business English Exercises

This new book is a text, a workbook, and a Handbook of Grammar, Mechanics, and Usage,

providing an all-in-one package for a course covering the essentials of business communication.

The book includes numerous real-world examples and document critiques and features the

most extensive end-of-chapter activities available, including questions, extensive worksheet

exercises, assignments, and cases.
A unigue three-level approach for learning
grammar and mechanics identifies students’

weaknesses and helps strengthen their skills

using a variety of print and electronic resources.

Business Communication Essentials’
integrated learning system is designed to help
students develop employment skills more
quickly and more effectively than with any other
book. Each of the 14 chapters implements this

learning system in four important ways:

1. Previewing Essentials

Writing Business Messages

From the | Aer stdying this chapier, you will be able fo
< 7
Rt’t{[ l(’u?(d 1 Y your sudience
2 Listthe quired 0 orga messages efe
“My college 3 %
whal you know, close you eyes, 4 )
e m——— an indirect
and opening the door and saying, 1/
Wy Mom, guess what? Thevext /B Explah L chieve business
‘words will be your first line." s il
—Julie Galle messages
7 help
‘weather.com ' List four meth of coherent

) usvally
. grammar and punctuation.!

Julie Galle is writer/producer for the official website of The Weather Channel.
wealher.com. Whether writing a shiort news ilem about a flood in Missouri or a lengihy
report on the effects of global warming, Galle must organize and compose her messages
0 that members of her audience can easily understand the information, believe it, and
quickly apply it 1o their own lives. Galle limils the scope of her artidles and carefally
organizes them. Although short news stories may require only the briefest nates of a few
facts, Galle prepares outlines for long pieces. For non-news items and long reports, she
for style, for paints, and for proofing

Organizing Your Message

ficiency,

Each chapter's learning objectives
provide a clear overview of the key

concepts students are expected to master.

| =N

messages waste time, lead to poor decision making, and shatter business
relationships. So you can see how valuable clear writing and good organization can be.!
Successful communicalors ke Julie Galle rely on good organization to make Uieir mes-
sages meaningful.*
What exactly makes 3 particular organization “good™? Although the definition ef
d o virles in the U Canada it gen

erally means creating linear message that proceeds point by point. Consider Tigare 4.1 on
page 72. The poorly written drat displays weak organization, but the organization is
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2. Developing Essentials
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3. Enhancing Essentials

The chapters’ textual material
develops, explains, and elaborates
on concepts with a highly organized,
concise presentation that enables
students to grasp concepts quickly

and easily.

Wrlting

examples and annotated model

standard way to write business

Student learning is enhanced and

strengthened by the chapters’ real-life

documents. A writing process appears
throughout the book to give students a

messages. Plus, studenj:}interest is
piqued and maintained by a striking
selection of exhibits and by a state-of-
the-art design in a full-color book.




4. Reinforcing Essentials

Chapter material is reinforced not only
with margin notes and a chapter
summary but also with end-of-chapter
exercises, assignments, and cases
that have been logically sorted into
categories such as "Test Your
Knowledge,” “Apply Your Knowledge,”
“Practice Your Knowledge,” and
“Expand Your Knowledge.” In

addition, the extensive “Improve Your
Grammar, Mechanics, and Usage”
section in each chapter helps

students polish their English skills.

Test Yout Knowledge

1. o docs oo oxgaization help you wrte mhore ffective Messapes?

2. e docs gusad onganization help your aisdierce’

3. What four axtors help you organise messages raore effectively”

fements Jo s conmider when choxsing between 4 direct and an

Apply Your Knewieds

L Exptain why positive sording in 3

and Word Froquency Inden

Practice Your Knawledge

Er

fout whitug sk messages. 2

Daying amention 0 the eritog s 3¢
s Writsag Tips,

. Wik s e ittt it o e sl ! P s ps

8Ty Word Py s
where youl find

Actomm
ymorons. khyming Drsionary,

messags is more
effestive than negative wording Wy should you be
L

wiitien message?

5 of tone should you consider when
nessage 1 oun audcrne’

L
Gunde (0 Eifective L-Mail

it A Begners

Business Communication Essentials is the centerpiece of a comprehensive package

that includes a remarkable assembly of resources to support teaching and promote

learning. With its heavy emphasis on exercises to improve grammar, punctuation, style,

usage, and writing skills, this text offers students—especially those who lack proficiency

in business English—the tools they need to succeed in today’s workplace.



Explore This Text's Exciting Features

Emphasis on Writing Process and Model Documents

The authors have organized the text into a process of three easy-to-follow steps, offering
students a practical strategy for writing business messages. The three-step process comprises

® planning business messages
B writing business messages
B completing business messages

This process is applied not only to letters, e-mail, and memos but also to reports, presenta-
tions, and employment messages.

To complement the text's focus on process, the authors have provided numerous sample
documents throughout the book so that students can refer to a variety of effective messages—

including letters, memos, e-mail messages, business reports, and even résumés.

Planning Writing
Organize the Message

Completing

Analyze the Situation Revise the Message

Purpose is to request feedback
from fellow employees.

Investigate the Topic

Gather accurate, complete
information on program benefits
and local gym.

Adapt to the Audience

Office memo or e-mail is
appropriate medium. Use “you"
attitude, and make responding

Main idea is saving money while
staying healthy. Save time and meet
audience expectations using the
direct approach.

Compose the Message

Keep style informal but business-
like. Using a “we" attitude includes
readers in the decision-making
process.

Keep it brief—weed out overly
long words and phrases. Avoid
unnecessary details.

Produce the Message

No need for fancy design elements
in this memo. Include a response
form.

Proofread the Message
Review carefully for both content
and typographical errors.

easy.

Sample Documents and In-Depth Critiques

Students can examine numerous sample documents, many collected by the authors in their con-
sulting work at well-known companies. “In-Depth Critiques” include marginal annotations to help
students understand how to apply the principles being discussed. Many documents are also
accompanied by a three-step-writing-process graphic that gives students important insights into
the issues the writer considered when planning, writing, and completing the document. In addi-

tion, pairs of poor and improved drafts help students recognize the best writing techniques.



Documents to Analyze

This text-workbook provides a wide selection of
documents that students can critique and revise.
Documents include letters, memos, e-mail
messages, graphic aids, a letter of application,
and a réesumé. Hands-on experience in analyzing
and improving sample documents will help
students revise their own business messages.
“Document Critiques” are also part of the
activities in the “Improve Your Grammar,
Mechanics, and Usage” section, providing stu-
dents with even more opportunities for analyzing

and revising actual business messages.

Questions and Exercises

_ 2 b o e s

1 the industry. Harbey made 4 L turn and restructared the company’s organiza
onalstruature. Harey s efforts have pod off

53, Whether you're indulgyog in 2 doughna in New York or Calforma. Krispy Kreme
wants v 1 ey the same debous taste with every bit. The company muintains
<onssent product quabiy by carefully controlimg every step of the production
procesn. Keispy Kreme tests ol raw ingedients agains esabished quality sandards.
Every delivery of wheat flous '« ampled and measured for s moitore content and

proten evels Krip o Kringy hreme
o quality Krisp i

dorughnots o the hove. The company
suppis i stores with everything they iced 1 produxe premivm doaghnut—mi.
cings, liogs. cquipriert—yum e .

Ackiims

For live Binks 1o all websites discusied in rhis chapter, visit this rext's website a1
Tost Jog on and select Chapter 4. 304 chick an “Student

Resours” Lovate the page o the URL relaed 1o the matesial m he i Fo the Best

the Web. « 10the site

Document A writer is working on an iosurance information
Drochu: nd s havio (ol grouping the e fogally i 1 ootiee. Preparc the
outlime. paying attenion o appropriate subordination of weas. If necossary, rewrite
phrases 0 give them 4 more consstent sound,
Accident Protection Insurance Plan
Coverage is only perrues a day
Bensfit is $100.000 for accsental death on common camee

rer accidont
Banafit is $20,000 for accidental death in motor vehicle accident
5 per quarter tamily

mmnmunmmmw

m-mtqn— i, jos, shs, roleys, Subways, or any Olfer cOMIMon Carme

2 Teammwork  Warking with four orer studeins, diide the following five tapcs and
serie one paragraph on your selecied topc. e fure one tudent writes 4 paragraph using
e st e, 00€ D the compuon-Ur<col s Qe O NI 4

effect, one using. nd oo g s

e main e and g neralpocpesc of the paragtaph one of our seamimates wole. Was
everpone able 1o orrectly ideanfy the main idca am parpose’ If not, sugges bow the
paragraph mught b rewniten for caray

The end-of-chapter questions are divided into two types:

Test Your Knowledge (10 review questions)

* Apply Your Knowledge (5 application questions)

Tost Your Knowledge

i H you wiite essages

These questions are designed to get students thinking
about the concepts explained in the chapter and may
prompt students to stretch their learning beyond the

chapter content. Instructors can use these questions

for class discussion, in-class assignments, student

teamwork, homework, or extra-credit assignments.
Dozens of exercises give students practical

assignments like those they will most often face at

work. Each exercise is labeled by type, such as

"Analyze This Document,” “Team,” “Ethical Choices,”

“Internet,” and so on.

2 How does good organization belp your sdieme?

3. What four actions help vou organin: messages more fietively?

“ it amd an
et apprach?

5. What shoskd yoo svomd 2 achieve 4 converepons one?

6. Howw s an abstract wond dile from » concree word!

7. whiat three iastions shoukd yoi e pemive voce!

. How can oo tne sertence ylc 1 exmphasie bey thowghed!

9 What i the purpesc of the topec sentence!

10, What funxtions do 130utions servel




Cases

Nearly all companies featured in this

SIS 1. o oxapgeration: short e-mait
describing duties

text’s cases are real. Both interesting
and functional, these cases give
Students a chance to flex their
communication muscles while dealing
with all types and sizes of organizations,
both domestic and international. Labels

indicate those cases that focus on team,

e-mail, or web skills. / s

“ Baais e Pizza promises: Message from an
unknown parent, VF Corporation

I 3. Measuring supplers: Memo
requesting reviews at Microsoft
Mictonat csabiten wnpianes .

o
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RO A Business Communication Notebook

Beating Writer's Block: Nine Workable
Ideas to Get Words Flowing
P

This feature, placed near the end of
each chapter, centers on one of four
themes: ethics, technology, intercultural
communication, and workplace skills.
To enrich their learning, students are
referred to a website related to the
subject of the feature. In addition,

three “Applications for Success”

discussion questions are included.

Real-World Chapter Openers
Each chapter opens with a quote, “From the Real World,” that gives a communication expert's

insights into an important aspect of business communication.




Focus on Teams

Communicating effectively through teamwork is covered extensively in Chapter 2.
‘Aiso, teamwork activities are identified and labeled in the end-of-chapter “Practice Your
Knowledge” section. Students can complete exercises, solve cases, and work on other

assignments that help them prepare for the widespread use of teams in business today.

Video Cases

These entirely new, professionally produced videos on topics such as ethics, technology, and
intercultural communication feature real-world examples and are designed to bring life and a
deeper understanding to the concepts and issues covered in the text. The video cases are
introduced with a list of learning objectives followed by a short paragraph of background
information. Exercises ask students to react to the videos by responding to questions, making
decisions, and taking the initiative to solve real business communication problems. Exercises

conclude with a follow-up assignment and further exploration exercises on the web.

SCANS (Labor Secretary’s Commission on Achieving Necessary Skills)

This text emphasizes the skills and competencies necessary for students to make the transition
from academia to the workplace. As described in the SCANS report from the U.S. Department
of Labor, it is essential that students meet national standards of academic and occupational
skills. To help accomplish the SCANS goal, this text offers a wide variety of interactive peda-

gogy, much of which is grounded in real-world situations.

Employment Interviewing
This text has a chapter dedicated to interviewing for employment and following up. The text
describes the types and stages of interviews and advises students on how to prepare for an

interview, ways to bolster their confidence, and how to polish their interview style.

Model Employment-Related Documents

This text explains how to prepare electronic and HTML résumés as well as résumés in
traditional formats, and how to write letters of application and other employment documents.
The text helps students master the skills needed to conduct a successful job search,

including exploring the new electronic sources for job openings.



Pointers

A boxed insert appears near

many sample documents, giving

students a concise list of writing

pointers. Students will also find

these pointers handy when they

Pointers fon Writing Recommendation Letiers .

gt el are on the job and need to
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e s effective writing techniques.
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Learning Objectives
Chapter-opening learning objectives are clearly stated to signal important concepts that

students are expected to master.

Margin Notes

To reinforce learning, the book's margins contain short summary statements that highlight
key points in the text. These notes are no substitute for reading the chapters, but they
can help students quickly get the gist of a section, review a chapter, and locate areas

of greatest concern.

Get Excellent Results with These Business English Exercises

In each of this book’s 14 chapters, students are taken step-by-step through the essential
elements of English grammar, mechanics, and usage. Spape is allocated for students to write
their answers, and instructors can have students submit fhéir answers if they choose. The

“Improve Your Grammar, Mechanics, and Usage” section includes activities on three levels of difficulty:



