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Editorial Review

Review
I. Business Writing Basics 1. Making the Grade in Business Writing 2. Letter Format 3. Memo Format 4.
Composing E-Mail Messages 5. Planning Business Documents 6. Revising for Purpose and Audience 7.
Revising for Tone and Style 8. Editing 9. Eliminating Biased Language and Policy 10. Communicating
across Cultures II. Memos and Letters 11. Making a Personal Request 12. Complaints 13. Responding to
Complaints 14. Good-News Messages 15. Delicate and Bad-News Messages III. Reports and Proposals 16.
Background to Reports: Documenting Sources 17. Visuals 18. Short Report Based on Library Research 19.
Short Report Based on Survey Research 20. Routine and Long Reports 21. Proposals IV. Addressing the
Public 22. Sales Letters 23. Oral Presentations V. Job Search 24. Traditional Resumes 25. Job-Search Letters
26. Electronic Job Search References Index

About the Author
William Murdick is Emeritus Professor of English, California University of Pennsylvania. He holds a B.A. in
English from SUNY Albany, an M.F.A. in writing from the University of Iowa's Writer's Workshop, and a
Ph.D. in English (Rhetoric and Linguistics) from Indiana University of Pennsylvania.William has business
experience as co-owner of a computer company and as a consultant who wrote policy-procedure manuals.
He is the author of five books: in addition to the two Portable books, he has written two composition books
for Jain Publishing (2003 and 2005) and one on word processing (1984). He has also published many
technical articles on computer use and scholarly articles, mainly on the teaching of writing.

Users Review

From reader reviews:

Glen Hoffman:

Do you have favorite book? In case you have, what is your favorite's book? E-book is very important thing
for us to learn everything in the world. Each book has different aim or even goal; it means that reserve has
different type. Some people really feel enjoy to spend their time to read a book. They may be reading
whatever they get because their hobby is actually reading a book. Think about the person who don't like
examining a book? Sometime, person feel need book after they found difficult problem or exercise. Well,
probably you should have this The Portable Business Writer (The English essentials series).

Joshua Orvis:

Book is usually written, printed, or descriptive for everything. You can recognize everything you want by a
guide. Book has a different type. As you may know that book is important point to bring us around the
world. Next to that you can your reading expertise was fluently. A book The Portable Business Writer (The
English essentials series) will make you to possibly be smarter. You can feel more confidence if you can
know about every thing. But some of you think which open or reading a new book make you bored. It's not
make you fun. Why they might be thought like that? Have you looking for best book or acceptable book with
you?



Kathleen Owen:

Often the book The Portable Business Writer (The English essentials series) has a lot associated with on it.
So when you check out this book you can get a lot of advantage. The book was compiled by the very famous
author. Tom makes some research before write this book. This kind of book very easy to read you may get
the point easily after reading this book.

Geneva Milbourn:

Beside this specific The Portable Business Writer (The English essentials series) in your phone, it could
possibly give you a way to get more close to the new knowledge or information. The information and the
knowledge you may got here is fresh from the oven so don't become worry if you feel like an aged people
live in narrow town. It is good thing to have The Portable Business Writer (The English essentials series)
because this book offers to you personally readable information. Do you sometimes have book but you don't
get what it's exactly about. Oh come on, that will not happen if you have this with your hand. The Enjoyable
arrangement here cannot be questionable, like treasuring beautiful island. So do you still want to miss this?
Find this book and read it from today!
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