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Need to summarize a meeting for your boss? Send an email that alerts the
recipient to a change in plans? Formally respond to a customer’s query? The way
you word, format, and transmit business correspondence directly affects the
results you’ll get.

This handy guide provides thorough, straightforward guidance on the writing
issues you frequently encounter. You’ll learn all of the business writing basics,
including:

How to organize your writing for maximum efficiency●

Essential guidelines for enacting a professional tone and presence●

Helpful strategies for ensuring proper use of punctuation and grammar●

Practical techniques for the layout of your text and embedded visual objects●

Best practices for print and electronic communications, including memos,●

letters, reports, and emails

Kaplan MBA Fundamentals

From the #1 graduate test prep provider, Kaplan MBA Fundamentals helps you
to master core business basics in a few easy steps. Each book in the series is
based on an actual MBA course, providing direct and measurable skills you can
use today.
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Editorial Review

About the Author
Timothy E. Flood, Ph.D., teaches business writing, oral communication, and presentation skills as an
adjunct assistant professor of management and corporate communication at University of North Carolina’s
Kenan-Flagler MBA program. He serves on the Advisory Council of the Center for International Business
Education and Research. Flood has presented on business communication subjects across the world, from
Chapel Hill to Egypt.

Users Review

From reader reviews:

Tammy Ely:

This MBA Fundamentals Business Writing (Kaplan Test Prep) usually are reliable for you who want to
become a successful person, why. The reason of this MBA Fundamentals Business Writing (Kaplan Test
Prep) can be one of several great books you must have is actually giving you more than just simple looking
at food but feed an individual with information that possibly will shock your earlier knowledge. This book is
handy, you can bring it just about everywhere and whenever your conditions in e-book and printed versions.
Beside that this MBA Fundamentals Business Writing (Kaplan Test Prep) forcing you to have an enormous
of experience including rich vocabulary, giving you tryout of critical thinking that could it useful in your day
action. So , let's have it and enjoy reading.

Irene Justice:

The publication untitled MBA Fundamentals Business Writing (Kaplan Test Prep) is the reserve that
recommended to you to learn. You can see the quality of the book content that will be shown to you actually.
The language that creator use to explained their way of doing something is easily to understand. The copy
writer was did a lot of study when write the book, so the information that they share to you is absolutely
accurate. You also could possibly get the e-book of MBA Fundamentals Business Writing (Kaplan Test
Prep) from the publisher to make you more enjoy free time.

Corrine Steinke:

This MBA Fundamentals Business Writing (Kaplan Test Prep) is great guide for you because the content and
that is full of information for you who have always deal with world and also have to make decision every
minute. This kind of book reveal it information accurately using great manage word or we can state no
rambling sentences included. So if you are read the idea hurriedly you can have whole info in it. Doesn't
mean it only provides you with straight forward sentences but tough core information with splendid
delivering sentences. Having MBA Fundamentals Business Writing (Kaplan Test Prep) in your hand like
keeping the world in your arm, data in it is not ridiculous a single. We can say that no publication that offer
you world inside ten or fifteen minute right but this publication already do that. So , it is good reading book.



Hey Mr. and Mrs. busy do you still doubt this?

Juanita Geil:

Is it a person who having spare time after that spend it whole day through watching television programs or
just telling lies on the bed? Do you need something new? This MBA Fundamentals Business Writing
(Kaplan Test Prep) can be the response, oh how comes? It's a book you know. You are therefore out of date,
spending your time by reading in this completely new era is common not a geek activity. So what these
books have than the others?
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