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The Ultimate Guide to Business Writing is a comprehensive guide on how to write any kind of
business document. Written clearly in an engaging voice, it explains in depth the whole process:
from determining objectives to establishing readers’ needs, conducting research, outlining, and
designing a template; to writing the first draft; to editing for meaning, accuracy, concision,
style and emotional impact; to creating glossaries and indices; to proofreading and working with
reviewers. The book also explains how to exploit the psychology of perception and motivation,
collaborate effectively with business colleagues, manage documents holistically across an
organisation, and deal with the other everyday practicalities of managing knowledge in a
corporate environment. Every section of the book is packed with questions to stimulate thinking
and generate meaningful answers, and dozens of examples of what works and why. The book’s also
rich in practical examples drawn from real life, anecdotes, humour, and visual aids. But the
advice isn’t just practical and anecdotal: it’s also rigorously supported by scientific evidence
from notable linguists and psychologists such as Steven Pinker, Daniel Goleman and Yellowlees
Douglas. And anyone keen to explore further will benefit from the bibliography and links to
videos and other online resources. The book is ideal not just for professional business writers,
such as editors, technical writers, copywriters and creative directors; it’s also suitable for
anyone whose job requires them to write, whether it’s something as simple as an email or as
complex as a set of policies or a handbook.
A ground-breaking approach to writing with a greater focus on planning and revising documents.
When you complete this book, you will know how to write with clarity and style, so your ideas
come across clearly and quickly. You’ll become a sharp-eyed critic, constantly spurring yourself
to do better. Best of all, you’ll learn by doing—by building and evaluating your own business
letter. You’ll discover how to avoid writer's block by making writing a process with a
beginning, middle, and end. You will learn how to: • Sharpen your competitive edge through good,
clear writing • Make sure your written words say exactly what you mean • Identify words and
phrases that get in the way of clear, concise communication • Quickly analyze, organize, write,
and revise any document • Use expressive words; keep sentences and paragraphs short; keep
thoughts simple • Use techniques that involve the reader and create the feeling of personal
communication • Format documents so they're inviting to look at and easy to read. This is an
ebook version of the AMA Self-Study course. If you want to take the course for credit you need
to either purchase a hard copy of the course through amaselfstudy.org or purchase an online
version of the course through www.flexstudy.com.
Do you need a confidence boost in your workplace communication? Whether you speak English as an
additional language, or you're a native speaker looking to take your writing to the next level,
How to Write Effective Business English provides easy to apply guidance on how to express
yourself in writing clearly, concisely, and confidently. With case studies from companies such
as Innocent and Virgin which demonstrate how English is used internationally in business, and
ideas to help you get your communications right first time, this book is ideal for multinational
companies where communication is a priority. For native English speakers, it may mean unlearning things you were taught at school and learning how to save time by getting to the point
more quickly in emails; for intermediate English speakers, it focuses on the areas that are easy
to get wrong. Author Fiona Talbot uses real international business scenarios to help you develop
and apply your skills, and provide you with answers that even your boss might not know. You will
learn a system to help you quickly and easily write emails, letters, social media content, CVs
and more. Featuring sections on punctuation and grammar, checklists to help you assess your
progress, updated content on instant messaging and gender-neutral pronouns, and now with a new
chapter on writing for different colleagues and co-workers, this third edition of How to Write
Effective Business English will help you get your message across with impact.
Most business writing is poorly presented and takes forever to get to the point. Read This!
teaches simple, clear, commanding writing - to make people read what you write.
How to Write Effective Business English
Brilliant Business Writing 2e
A Practical Guide
The Truth About the New Rules of Business Writing
A Guide for Management Students and Researchers
Your Guide to Excellent Professional Communication
Business writing that gets results The ability to write well is a key part of your professional success. From reports and
presentations to emails and Facebook posts, whether you're a marketer, customer service rep, or manager, being able to
write clearly and for the right audience is critical to moving your business forward. The techniques covered in this new
edition of Business Writing For Dummies will arm you with the skills you need to write better business communications that
inform, persuade, and win business. How many pieces of paper land on your desk each day, or emails in your inbox? Your
readers–the people you communicate with at work–are no different. So how can you make your communications stand out
and get the job done? From crafting a short and sweet email to bidding for a crucial project, Business Writing For Dummies
gives you everything you need to achieve high-impact business writing. Draft reports, proposals, emails, blog posts, and
more Employ editing techniques to help you craft the perfect messages Adapt your writing style for digital media Advance
your career with great writing In today's competitive job market, being able to write well is a skill you can't afford to be
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without–and Business Writing For Dummies makes it easy!
The General Theory of Employment, Interest, and Money, written by legendary author John Maynard Keynes is widely
considered to be one of the top 100 greatest books of all time. This masterpiece was published right after the Great
Depression. It sought to bring about a revolution, commonly referred to as the ‘Keynesian Revolution’, in the way
economists thought—especially challenging the proposition that a market economy tends naturally to restore itself to full
employment on its own. Regarded widely as the cornerstone of Keynesian thought, this book challenged the established
classical economics and introduced new concepts. ‘The General Theory of Employment, Interest, and Money’ transformed
economics and changed the face of modern macroeconomics. Keynes’ argument is based on the idea that the level of
employment is not determined by the price of labour, but by the spending of money. It gave way to an entirely new
approach where employment, inflation and the market economy are concerned.
Resourcing new ventures is-all important for entrepreneurs, and creating a successful business plan can be make or break
when it comes to attracting investment. Written by an experienced academic and consultant, this book provides a concise
guide for producing the optimal business plan. Business plans are vital when it comes to making strategic decisions and
monitoring progress. Writing a Business Plan is designed to teach you how to write your business plan without relying on
someone else or internet templates. It will take you through each stage of business-plan writing, with chapters on
generating ideas; describing business opportunities; drawing a business road map; and considering marketing, financial,
operations, HR, legal and risk. The book includes a range of features to assist you, including worked-through examples. This
unique book provides a one-stop shop for entrepreneurs and students of entrepreneurship to hone their skills in writing a
useful and comprehensive business plan.
DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling for words and pressed for time, you might be tempted to
dismiss good business writing as a luxury. But it’s a skill you must cultivate to succeed: You’ll lose time, money, and
influence if your e-mails, proposals, and other important documents fail to win people over. The HBR Guide to Better
Business Writing, by writing expert Bryan A. Garner, gives you the tools you need to express your ideas clearly and
persuasively so clients, colleagues, stakeholders, and partners will get behind them. This book will help you: • Push past
writer’s block • Grab—and keep—readers’ attention • Earn credibility with tough audiences • Trim the fat from your writing
• Strike the right tone • Brush up on grammar, punctuation, and usage
Business Writing for Results
The Only Business Writing Book You'll Ever Need
Business Writing Today
Business Communication
EBook Edition
Academic Writing
All students and professors need to write, and many struggle to finish their stalled dissertations, journal
articles, book chapters, or grant proposals. Writing is hard work and can be difficult to wedge into a frenetic
academic schedule. In this practical, light-hearted, and encouraging book, Paul Silvia explains that writing
productively does not require innate skills or special traits but specific tactics and actions. Drawing examples
from his own field of psychology, he shows readers how to overcome motivational roadblocks and become
prolific without sacrificing evenings, weekends, and vacations. After describing strategies for writing
productively, the author gives detailed advice from the trenches on how to write, submit, revise, and
resubmit articles, how to improve writing quality, and how to write and publish academic work.
Business Writing Today prepares students to succeed in the business world by giving them the tools they
need to write powerfully, no matter the challenge. In her highly-practical text, author Natalie Canavor shares
step-by-step guidance and tips for success to help students write more clearly and strategically. Readers will
learn what to say and how to say it in any medium from tweets and emails to proposals and formal reports.
Every technique comes with concrete examples and practice opportunities, helping students transfer their
writing skills to the workplace. "This is the real-deal writing guide for serious business majors." –Astrid Sheil,
California State University San Bernardino
Employers consider communication as one of the most critical skills for workers today. Writing for the
Workplace: Business Communication for Professionals is an easy-to-follow guide that provides strategies for
effective professional communication. Written to address the needs of both students entering the workforce
and business professionals looking to improve their written communication, the book offers guides to
compose typical workplace documents, from effective e-mails and convincing reports to winning
presentations and engaging resumes. This concise book offers busy readers concrete strategies to improve
their workplace writing.
"Designed to save time and boost confidence, these easy-to-follow steps will teach you how to make clear
requests, write for your reader, start strong and specific, and fix your mistakes. With a helpful checklist to
keep you on track, you?ll learn to promote yourself and your ideas clearly and concisely, whether putting
together a persuasive project proposal or dealing with daily email. Laura Brown?s supportive, no-nonsense
approach to business writing is thoughtfully adapted to the increasingly digital corporate landscape.
Complete with insightful sidebars from experts in various fields and easy-to-use resources on style, grammar,
and punctuation, this book offers essential tools for success in the rapidly changing world of business
communication."--From publisher's description.
Authoring a PhD
Writing at Work
A Practical Guide To Business Writing
Business Writing
A Guide to Better Writing in Administration, Business and Management
All the Secrets of Creating and Managing Business Documents

Effective writing is accessible, professional, and direct. In the business world, the best writing must be friendly
but not too conversational, professional without being dry, and results driven without feeling like a “hard sell.”
Business Writing for Results shows you how to write emails, reports, proposals, and other action-oriented
communications that meet these standards—in three easy steps. You’ll write cleaner, more polished
communications in far less time than you ever thought possible. Using engaging and thought-provoking examples
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and interactive exercises, the lessons in this book will help you express your ideas clearly, concisely, and
persuasively. You’ll discover how to write: Proposals that generate new business Reports that illuminate key
points Emails that are easy to read and respond to Training workbooks that facilitate deep understanding and
results-based learning Letters that get you job interviews, business opportunities, and donations Using a readerfocused approach, you’ll learn professional tips and tricks that are easy to remember—and that work. Business
Writing for Results helps you get your points across clearly, quickly, and effectively in order to produce the
outcomes you want. PRAISE: “A life ring in disguise. I feel like I’m drowning at work and through this book, the
rescue boat is in sight and coming my way. Thank you, Jane.” —Karen A. Polan, Senior Field Specialist, First
Energy “Jane’s real life examples helped me understand the concepts.” —Christine Lotz, Product Research
Technician, Hillshire Farms “After implementing several of [her] suggestions, we boosted the bottom line by
15-20 percent. Thanks, Jane.” —Denise Dennis, Office Manager, Eye Surgery Associates “Business Writing for
Results is terrific! I’ve been in business for twenty years, so it takes something special to get through the haze of
habit! Jane’s book does it!” —Nancy Hartman, Writer, TKR Cable “Our highest rated trainer—by far—is Jane
Cleland!” —Candace Cross, Manager, Training, IBM Corporation
This book is the ultimate, single-source guide for writing clear, effective business documents. A comprehensive,
easy-to-use reference book packed with valuable information, useful techniques, practical tips and guidelines.
Effective communication in business and commercial organizations is critical, as organizations have to become
more competitive and effective to sustain commercial success. This thoroughly revamped new edition distils the
principles of effective communication and applies them to organizations operating in the digital world.
Techniques and processes detailed in the book include planning and preparing written communication, effective
structures in documents, diverse writing styles, managing face-to-face interactions, using visual aids, delivering
presentations, and organising effective meetings. In every case the authors consider the potential of new
technology to improve and support communication. With helpful pedagogical features designed to aid
international students, this new edition of a popular text will continue to aid business and management students
for years to come. Additional content can now be found on the author's website - www.rethinkbuscomm.net
Business Writing Today prepares students to succeed in the business world by giving them the tools they need to
write powerfully, no matter the challenge. In her highly-practical text, author Natalie Canavor shares step-by-step
guidance and tips for success to help students write more clearly and strategically. Readers will learn what to say
and how to say it in any medium from tweets and emails to proposals and formal reports. Every technique comes
with concrete examples and practice opportunities, helping students transfer their writing skills to the
workplace. New to This Edition Updated with new examples, success tips, resources, and expanded material on
subjects that relate to students’ most pressing interests and reflect current directions of professional
communication. New and expanded coverage of important topics like networking, storytelling, creating a positive
online presence, and visually-based media. New and updated good and not-so-good writing samples throughout
the book show readers where and what to revise. A reorganized and streamlined table of contents is now
organized into four major parts, moving from basics into more advanced topics. Nine new “Views From the Field”
include advice on networking, building rapport, and creating personal introduction videos. A new chapter on
editing includes practical strategies for improving drafts and fixing common writing issues. A greater emphasis
on strategic thinking and problem-solving helps students develop their insight into the perspectives of others so
they are better able to represent their own interests and contribute more on the job. This edition more closely
connects writing skills with oral communication, relationship-building, a strategic online presence, and students’
hopes to become valued employees, leaders, and entrepreneurs. A new appendix includes new writing activities,
new assignments, and cheat sheets for students, making this the most applied edition yet.
Model Business Letters, E-mails & Other Business Documents
Writing In English For Non-Native Speakers
Your Practical Guide to Effective Communication
A Practical Approach
A Handbook for International Students
Proven Techniques for Writing Memos, Letters, Reports, and Emails that Get Results
Many employers complain about the poor communication skills of many young people seeking employment; and
many people in employment are handicapped by the poor quality of their written work. While bad spelling,
ineffective punctuation and faults in grammar create barriers between the writer and the reader, good
English makes the reader feel at ease. The benefits of being a good writer at work are: Managers need to
be able to communicate in order to get ideas across. If they cannot, they will be unable to make their
viewpoint heard and they will be unable to influence customers, suppliers and colleagues as desired If
you can write well, you will find that your views are given prominence over those of others. Effective
communication, and that includes writing, is the key to career success and advancement This book is for
those who have difficulty in getting thoughts into words or their ideas across, as well as those who are
satisfied with their writing but are ready to consider the possibility of improving it. It is all about
the ways in which writing at work is important - helping the reader to observe, remember, think, plan,
organise and communicate.
Written by an experienced instructor of business writing courses, Business Writing Scenarios offers a
hands on approach that immerses students in the types of writing situations they will encounter
throughout their working lives. Detailed guidance and numerous examples help students build the skills
they will need to respond to these situations effectively. In each of the core chapters, students first
learn how other writers addressed a particular writing situation—such as having to convey disappointing
news to employees, explain a major policy change, or respond to a difficult customer—effectively or
ineffectively. Students then apply what they’ve learned through guided activities ("applications") that
ask them to respond in writing to a similar business scenario. Additionally, the book emphasizes the
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potentially serious consequences of ill-considered business communications, especially those delivered
electronically. A chapter dedicated to business writing gaffes provides many real-world examples of
these mistakes and advises students on how to avoid them. Suitable for use on its own or in conjunction
with another text, Business Writing Scenarios is a useful addition to any course building students
business writing skills.
Filled with practical business writing exercises and activities, this workbook covers basic
organizational skills, clear and concise writing, spelling, punctuation tips, and much more. The focus
is on ways to edit, tone, and clarify business memos, letters, and reports.
A completely practical workbook that offers down-to-earth ideas and suggestions for writers or aspiring
writers to get you started and to keep you going.
Writing For Public Relations
Fundamentals of Business Writing
HBR Guide to Better Business Writing (HBR Guide Series)
Rethinking your professional practice for the post-digital age
Informative Writing
Nowadays, letters, reports and emails are vital components of business practice. Communication is
increasingly global, but it’s not any easier to understand or contribute to for non-fluent English
speakers. There is increasing pressure to be able to produce effective documents for a business
environment but little help out there to do so efficiently, resulting in wasted time and uncomfortable
business communication. This book provides a wealth of practical information for any person who aims to
produce short, effective documents within the work environment. It offers sensible, valuable and
helpful rules for producing effective short reports, memos, letters and e-mails that are clear, concise
and easy to read for the busy manager or supervisor working in the demanding setting of modern industry
or commerce. But it goes further: not only are rules provided for the inexperienced business writer,
but models are proposed which provide solutions for a whole host of business situations – providing
help, support and encouragement for the many thousands of business writers who need to feel confident
in their writing.
Successful business writing is essential to help you communicate your ideas. This book enables you to
plan, prepare and express your thoughts in a clear and persuasive way. There is a guide to good English
and grammar. How to write business letters, emails, reports, minutes and social media. The book has
lots of exercises and is easy to read.
Give yourself a powerful competitive advantage by becoming a better business writer. Better writers get
better jobs and more promotions; they persuade people through emails, Web sites, presentations,
proposals, resumes, grant proposals, you name it. Businesses know this: that's why they spend $3
billion a year helping their employees become more effective writers. The Truth About the New Rules of
Business Writing shows you how to master the art of effective business communication replacing the old
standards of jargon, pomposity, and grammar drills with a simple, quick and conversational writing
style. Authors Natalie Canavor and Claire Meirowitz demonstrate how to plan and organize your content;
make your point faster; tell your readers what's in it for them; construct winning documents of every
kind, print and electronic, even blog entries and text messages! The Truth about the New Rules of
Business Writing brings together the field's best knowledge, and shows exactly how to put it to work.
With an "aha" on every page, it presents information in a clear, accessible style that's easy to
understand and use. Written in short chapters, it covers the entire field, cuts to the heart of every
topic, pulls back the curtain on expert secrets, and pops the bubble of commonly-held assumptions.
Simply put, this book delivers easy, painless writing techniques that work.
Authoring a PhD is a complex process. It involves having creative ideas, working out how to organize
them, writing up from plans, upgrading the text, and finishing it speedily and to a good standard. It
also includes being examined and getting published. Patrick Dunleavy has written Authoring a PhD based
on his supervision experience with over 30 students. It provides solid advice to help your PhD students
cope with both the intellectual issues and practical difficulties of organizing their work effectively.
It is an indispensable and time saving aid for doctoral students in the humanities, social sciences,
education, business studies, law, health, arts and visual arts, and related disciplines, and will also
be a great help to supervisors.
Writing Fitness
Business Writing that Works
A Practical Guide to Productive Academic Writing
How to Write a Lot
A Practical Guide for Professionals
The Smart Guide to Business Writing

How to Write Effective Business English gives guidance to both native and non-native English speakers on how to express
yourself clearly and concisely. With case studies and real-life examples that demonstrate how English is used internationally
in business, and full of ideas to help you get your communications right first time, How to Write Effective Business English
sets the scene for describing the benefits of good Business English, ideal for multinational companies where communication
is a priority. For native English speakers, it may mean un-learning things you were taught at school and learning how to save
time by getting to the point more quickly in emails; for elementary to immediate English speakers, it focuses on the areas
that are easy to get wrong. How to Write Effective Business English draws on the author's wealth of experience, using reallife international business scenarios to develop your skills and provide you with some answers that even your boss might not
know. You will learn a system to help you quickly and easily write emails, letters, CVs and more. Featuring sections on
punctuation and grammar, and checklists to help you assess how you are getting on before moving on to the next stage, How
to Write Business English has been praised by both native and non-native writers of English as an indispensable resource.
A guide to successful business communication describes how to draft effective letters, emails, and proposals; adapt one's
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writing style to an audience; and self-edit and troubleshoot documents.
Reference provides the basics you need to get your message across clearly and effectively.
"Includes special section: Business writing that sells"--Sticker on cover.
The Writing Book
A practical guide for fiction writers
Business Writing Scenarios
Guide to Report Writing
A Practical Guide to Business Writing
Communication for Business
A guide to sucessful business writing offers a ten-step way to improve communications describing how to organize material, construct
clear sentences, choose the right tone, and edit and refine writing.
Ideal for overseas students studying at English-medium colleges and universities, this practical writing course enables international
students to meet the required standard of writing and use an appropriate style for essays, exams and dissertations. Newly revised and
updated to include extra exercises and material suggested by teachers and students, Academic Writing explains and demonstrates all
the key writing skills and is ideal for use in the classroom or for independent study. Useful at every stage of an academic career and
beyond, this indispensable book features: different styles and formats from CVs and letters to formal essays a focus on accuracy
coverage of all stages of writing, from understanding titles to checking your work essential academic writing skills such as proper
referencing, summarising and paraphrasing diagrams and practice exercises, complete with answers.
The Revised and Updated 3rd edition of the clear, practical guide to business writing from a renowned corporate writing coach Since
the first edition's publication in 1994, Wilma Davidson's clear, practical guide to business writing has established itself as an excellent
primer for anyone who writes on the job. Now revised and updated to cover e-mail, texts, and the latest social media technology,
Business Writing uses examples, charts, cartoons, and anecdotes to illustrate what makes memos, business letters, reports, selling
copy, and other types of business writing work.
This book helps students and researchers write better assignments, better dissertations, and better papers for publication.
Characterizing academic writing as an integral part of the knowledge generation and dissemination process, it focuses on three main
aspects: understanding research, documenting and sharing the process and results of research, and acknowledging the use of other
people’s ideas in the documentation. The authors use various samples of good as well as defective writing to illustrate the features of
academic writing. They describe in detail the structure and contents of academic papers, especially conceptual and empirical
research papers for journals. This lucidly written book will be a rich resource for MBA students and researchers working for MPhil and
PhD degrees, especially in the fields of management, behavioural sciences and communications.
Read This!
Writing a Business Plan
How to Plan, Draft, Write and Finish a Doctoral Thesis Or Dissertation
How to inspire, engage and persuade through words
Practical Exercises for Better Business Writing
Business Writing That Counts!

Informative Writing has been produced to help you to write and to transfer information effectively. Students, lecturers, anyone in business - in
fact anyone who needs to acquire the practical skill of getting factual information across - will find this an invaluable handbook.
Communication is probably the most critical skill we need in today's fast-paced business world. Shirley's tips and techniques are excellent
models to follow for successful and effective communication. Well done on a great fourth edition. Vanessa Yuen, Senior HR Executive
(Training and Development), Chevron Oronite Pte Ltd, Singapore Looking for an all-in-one package containing all the techniques, guidelines
and examples needed to ensure effective oral and written communication skills throughout your career? Look no further. Shirley Taylor's
Communication for Business, 4th edition, addresses all aspects of business communication in clear and simple language. With its tried and
tested successful formula, the book places emphasis on basic business writing and rules of good writing. Features include: - Illustrations
throughout add a fun, humorous element to reinforce key pointsBusiness Writing TodayA Practical GuideSAGE Publications, Incorporated
This early work is both expensive and hard to find in its first edition. It comprises a series of self-teaching lessons in rapid, plain, unshaded,
coarse-pen, muscular movement writing for use in all schools, public or private, where an easy and legible handwriting is the object sought.
Many of the earliest books, particularly those dating back to the 1900s and before, are now extremely scarce and increasingly expensive. We
are republishing these classic works in affordable, high quality, modern editions, using the original text and artwork.
Business Writing For Dummies
10 Steps to Successful Business Writing
The Essential Toolkit for Composing Powerful Letters, Emails and More, for Today's Business Needs
Successful Business Writing. How to Write Business Letters, Emails, Reports, Minutes and for Social Media. Improve Your English Writing
and Grammar. I
Ultimate Guide to Business Writing
How to Create a Sense of Urgency and Increase Response to All of Your Business Communications
Full of tips, examples and exercises that will transform your writing from the same old same old into something that ll mark you out from
the crowd. Get the confidence and creativity to take your business writing from something that does the job into something that s
brilliant. Brilliant outcomes Produce business writing people actually want to read Persuade and inspire people, sell more, or get that job
Get a distinctive, powerful and engaging writing voice
The General Theory of Employment, Interest, and Money
Writing from the Inside
The Palmer Method of Business Writing
Webster's Business Writing Basics
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