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Dr. Mawy Ellen, Guffey

Thomson South-Western

Dear Business Communication Students:

As we release the Seventh Edition of Essentials of Business
Communication, I must confess that this

Essentials contin i

learning package: (1)

and (3) self-teaching

I'm Particularly exciteq about this edition because jt brings you
valuable workplace information. Let me describe a few of this
edition’s unparalleled features:

Cordially,
Mary Ellen Guffey




Mary Ellen Guffey’s Essentials of Business Communication has helped countless students prepare
for success in today’s technology-driven workplace. The Seventh Edition of this award- -winning text
contains the instruction you need for business communication success, with practice opportunities in

every chapter to help you hone your skills.

Improve Your Writing and Grammar Skills...
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Guffey’s textbook/workbook/handbook
format teaches writing skills while
reviewing and reinforcing your basic
grammar and mechanics skills.

Writing Plans and Writing
Improvement Exercises

Clear step-by-step writing plans structure
the assignments so that novice writers
can get started quickly and stay focused
on the writing experience — without
struggling to provide unknown details to
unfamiliar, hypothetical cases.

< Writing Coach

This new step-by-step demonstration of
the writing process shows you how to
write and revise e-mails, memos, and
letters using a brief case, writing
instructions, and before-and-after
documents.

< Emphasis on Grammar

and Mechanics

Throughout the text, you will be
encouraged to build on your basic
grammar skills. Grammar/Mechanics
Checkups, Grammar/Mechanics
Challenges, and chapter discussions
keep you in practice. Plus...Your
Personal Language Trainer, a self-
teaching grammar/mechanics review
included in Guffey Xtra!, helps to further
enhance language skills.




...with Time-tested Learning Tools

» Model Documents

Before-and-after sample documents and descriptive callouts
are a road map to the writing process, demonstrating for
you the effective use of the skills being taught, as well as

the significance of the revision process in writing.
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» Communication Workshops

Communication workshops develop critical thinking
skills and provide insight into special business
communication topics such as ethics, technology,
career skills, and collaboration.
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< End-of-Chapter

Concepts are translated into action, as you

try out your skills in activities designed to mirror
“real-world” experiences.
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Videoconferencing, résumé
scanning, IP telephony (VolP),
e-mail strategies, Web
researching, and blogging...
they’re all covered here.
Essentials of Business
Communication explores how
technology has changed the
world of work. Discussions of
these technologies are
integrated into relevant
chapters and become part of
end-of-chapter activities so you
can hit the ground running
when you enter today’s digital
workplace. Technology
discussions encompass the
latest information on:
» Voice, Web, and
videoconferencing
» Electronic presentations
» Instant messaging and other
wireless technologies
» E-mail techniques, etiquette,
risks, and tips
» Electronic networking, job
boards, and job-searching
advice

Communication
Technologies

IP Telephony: VoiF
Savwy businesses are switching
from traditional phone service to
Voice over Internet Protocol (VolP),
This lechnology allows caliers to
make telephone calls using a
broadband Internel connection,
thus eliminating long-distance and
tocal tetephone charges

Wireless Networks and WiFi

No longer are computers and workers
chained o their desks. Wireless networks
uge radio waves 1o send signals and
connect to the intermet. Combined witly

i and c ctions, these
retworks have fusied the i
of laplop

Public Wi-Fi (Wireless Fidelity) “hot spols™ provide free
expand the range of faptops, PDAS (personal digital as: and handheid
devices such as the BlackBerry and the Trec. Wireless networks enaile
business commniunicators to work anywhere, anylime, and st remain connect-
ed to office e-mail. company fiies, and programs such as Word and Excel

o In

Electronic Presentations
Business presenters icad a slide
presentation onto a laptop PC

or PDA for handy electronic
presentations in rooms equipped
with projectors Sephistcated
presentations may inchide
animatiors, sound effects, digtal
phatos, vidao clips. o even
hyperlinks 1o Intemet sites

¥. & pol e
frequently asked questions. personnal forms “ * | |
and data, empioyee discussion forums. - i
shared documents. and other employee informat,

cice Recognition
omputers equipped with voice recognition
fiware enable users to dictate up to 160 words

> the Web, and control the deskiop--all by

@ GETTY IMAGES

See this two-page figure in Chapter 1.

“Guffey seems to have her hands on the
pulse of not only what is currently needed by
students and instructors, but is looking
toward what might be needed in the future. |
think this is what has always made her
textbooks seem more current than some of
the other texts out there.”

Sheryl E. C. Joshua,
University of North Carolina, Greensboro



You will use these skills in the real world. Essentials of Business Communication offers practical advice
and models that you can understand and adapt to your needs. More emphasis is placed on job-search
technology and résumé preparation, including a discussion of online job boards and the reality that few

candidates actually find jobs online.

Inside you'll find:

» Résumés in three forms: traditional
print-based résumés, scannable résumés,
and embedded résumés for today’s
technologies.

» New “Summary of Qualifications” for a
résumé immediately reveals a candidate’s
fit for a position.

» E-portfolios and digitized materials
provide a snapshot of a candidate’s
performance, talents, and accomplishments.

» Social online networking with specific
Web sites to visit to aid in networking and
the job search.

» Updated section about hiring and
placement interviews with discussion of
group interviews and panel, sequential, and
stress interviews.
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Guffey demonstrates how significant
professionalism is to overall business
communication endeavors. Coverage of
professional workplace behavior has been
enhanced in this edition with cues on how to

act in business social situations. In this edition:

» Etiquette tips for leaders and participants to

help them act appropriately and professionally in
meetings.

» Telephone etiquette tips including how to

handle calls professionally, courteously, and
effectively.

Enhanced coverage of the importance of
professionalism when giving oral presentations,
with added information about dressing
professionally.

A section on creating professional visual aids
that add value to a presentation so that you

will learn how to highlight main ideas, ensure
visibility, enhance comprehension, and
exemplify professionalism when designing

and using visual aids.




The book is just the beginning. Make the grade and improve your tech knowledge with
Guffey’s online resources and technology support.

Guffey Xtra!
Guffey Xtral is an online study assistant that includes
the following features:

» Your Personal Language Trainer is a cutting-edge
self-teaching online tool that enables you to review
an entire business English course, including
grammar, punctuation, capitalization, and number
style. Instead of using valuable class time to teach
grammar, instructors TR
can rely on Dr. Guffey
to act as a personal
trainer in helping
students pump up
their language
muscles. Your

Personal Language Trainer provides hundreds of
sentence reinforcement exercises with immedi-
ate feedback and explanations for the best
comprehension and retention.

Student version PowerPoint slides

Bonus chapters

Speak Right! and Spell Right! practice activities
Sentence Competency exercises
Grammar/Mechanics Challenge exercises
Advanced Grammar/Mechanics Challenge
exercises

Business Report topics

VyVVYyVYY

v

Companion Web Site
http://guffey.swlearning.com
| 3

Chapter Review Quizzes reinforce chapter
concepts, testing your knowledge and preparing
you for exams.

Flash Cards and Key Terms build vocabulary skills
while reviewing text material.

Business Etiquette Guide teaches basic business
etiquette and workplace manners.

Listening Quiz pinpoints listening strengths and
weaknesses in interactive exercises.

APA and MLA Citation Formats help you correctly
cite business references.

Writing Help links to the best college and university
online writing labs.

@ InfoTrac® College Edition
With InfoTrac College Edition, you can
receive complete, 24-hour-a-day access to
over 18 million full-text articles from
thousands of journals, popular periodicals,

and newspapers such as Newsweek, Time, The New
York Times, and USA Today.

Note: Access to Guffey Xtral and InfoTrac® College
Edition may come packaged with your new text if your
instructor has ordered it. If not, you may purchase
these online resources through 1Pass access at
http://www.thomsonedu.com.

“This book is great! It will be going to work with me
as a reference book. The interactive quizzes are
wonderful. What a great way to review for tests!
My instructor recommended your site, and I'm
very glad she did.”

Deanna Jokinen, student,
Dakota County Technical College



A dedicated professional, Mary Ellen Guffey has taught
business communication and business English topics for
over thirty years. She received a bachelor’s degree, summa
cum laude, from Bowling Green State University; a master's
degree from the University of lllinois, and a doctorate in
business and economic education from the University of
California, Los Angeles (UCLA). She has taught at the
University of lllinois, Santa Monica College, and Los Angeles
Pierce College.

Now recognized as the world’s leading business com-
munication author, Dr. Guffey corresponds with instructors
around the globe who are using her books. She is the author of the award-winning
Business Communication: Process and Product, the leading business communica-
tion textbook in this country and abroad. She has also written Business English, which
serves more students than any other book in its field; Essentials of College English,
(with Carolyn M. Seefer), and Essentials of Business Communication, the leading
text/workbook in its market. Essentials of Business Communication recently received
an award of excellence from the Text and Academic Authors Association. The Cana-
dian editions of her books are bestsellers in that country; one was named Book of
the Year by Nelson Canada.

Dr. Guffey is active professionally, serving on the review board of the Business
Communication Quarterly of the Association for Business Communication, partici-
pating in all national meetings, and sponsoring business communication awards.

A teacher's teacher and leader in the field, Dr. Guffey acts as a partner and men-
tor to hundreds of business communication instructors nationally and internationally.
Her workshops, seminars, teleconferences, newsletters, articles, teaching materials,
and Web sites help novice and veteran business communication instructors achieve
effective results in their courses. She maintains comprehensive Web sites for stu-
dents and instructors. Her print and online newsletters are used by thousands of
instructors in this country and around the world.
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1 Building Your Career Success With Communication Skills

The Importance of Communication Skills to Your Career
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Summing Up and Looking Forward

UNIT 2
THE WRITING PROCESS

2 Creating Business Messages

The Basics of Business Writing

The Writing Process for Business Messages
and Oral Presentations

Analyzing the Purpose and the Audience

Anticipating the Audience

Adapting to the Task and Audience

Technology Improves Your Business Writing

Summing Up and Looking Forward

3 Improving Writing Techniques

Researching to Collect Needed Information
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