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A concise, practical guide to writing effectively in the world of business. Impact will help
readers build confidence and competence to speak in public, create and give oral
presentations, handle a job interview, or run a meeting. It offers advice on writing,
including letters, memos, and reports and specific strategies for attacking common
business-writing problems. Its practical approach covers tips for collaboration and
teamwork and contains explanations and exercises to give its users better results.
The Art and Science of Business Communication, 4e
While continuing a strong tradition of sound writing principles and abundant model
documents, this new edition of BusinessCommunication integrates spoken, electronic,
and written communication situations and strategies-the way communication
actuallyoccurs in a dynamic workplace. The digital age demands that our students
communicate expertly through an ever-expanding number ofcommunication optionsfrom traditional paper documents to e-mail, instant messaging, web communications,
voice and wirelesstechnologies, and whatever technology evolves next. You'll see this
integrated business strategy applied throughout the text.
Help your students launch their careers with modern communication skills For the past
two decades, business communication has been in a constant flux, with email, web
content, social media, and mobile devices changing the rules of the game. Business
Communication Essentials: Fundamental Skills for the Mobile-Digital-Social Workplace
equips students with the fundamental skills for a career in the modern, mobile
workplace. With a balance of basic business English, communication approaches, and
the latest technology, the text covers writing, listening, and presentation strategies in a
contemporary manner. In the 8th Edition, Bovee and Thill provide numerous exercises,
tools, and online resources to prepare students for the new reality of mobile
communications, and emerging trends, for a bright start in the business.
For courses in public speaking. A guide to preparing and presenting speeches with the
listener in mind Revel(TM) Public Speaking: An Audience-Centered Approach is a
practical and user-friendly guide to help speakers connect with their listeners. Authors
Steven and Susan Beebe emphasize the importance of analyzing and considering the
audience at every point in the speech-making process. By focusing student attention on
the dynamics of diverse audiences, ethics, and communication apprehension, the text
prepares students for giving speeches while keeping their listeners foremost in mind.
The 11th Edition includes new speech examples that model effective public speaking,
as well as updated content that helps students better understand contemporary
communication opportunities and challenges. In addition, each chapter has been
revised with new examples, illustrations, and references to the latest research
conclusions. Revel is Pearson's newest way of delivering our respected content. Fully
digital and highly engaging, Revel replaces the textbook and gives students everything
they need for the course. Informed by extensive research on how people read, think,
and learn, Revel is an interactive learning environment that enables students to read,
practice, and study in one continuous experience - for less than the cost of a traditional
textbook. NOTE: This Revel Combo Access pack includes a Revel access code plus a
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loose-leaf print reference (delivered by mail) to complement your Revel experience. In
addition to this access code, you will need a course invite link, provided by your
instructor, to register for and use Revel.
Beyond Bullet Points, Fourth Edition “Throw away those room-emptying, left-brain
slides–and use Atkinson’s book to turn your PowerPoint presentation into an epic.”
–Daniel H. Pink, author of Drive and A Whole New Mind Think beyond bullet points–and
amplify the impact of your message! Now in its fourth edition, this popular classic
illuminates an innovative, step-by-step methodology designed to unlock the amazing
visual story waiting to be released from your message. Communications expert Cliff
Atkinson shows how to apply classic storytelling tenets and practical, research-based
guidelines as you work with Microsoft PowerPoint–for memorable, meaningful, and
persuasive visual stories. Change your approach–and transform your results! Find your
story thread Create an emotional connection to increase your impact. Cut through the
clutter Distill your message and get right to the point. Bring your story to life Storyboard
your ideas, find your natural voice, and deliver a compelling presentation!
NOTE: You are purchasing a standalone product; MyBCommLab does not come
packaged with this content. If you would like to purchase both the physical text
andMyBCommLab search for ISBN-10: 0134088255/ISBN-13: 9780134088259. That
package includes ISBN-10: 0133896781/ISBN-13: 9780133896787 and
ISBN-10:0133931137/ISBN-13: 9780133931136 . Building Modern Communication
Skills to Launch Your Career Business Communication Essentials equips students with
fundamental skills for a career in the modern, mobile workplace. With comprehensive
coverage of writing, listening, and presentation strategies in a contemporary context,
this text balances basic business English, communication approaches, and the latest
technology in one accessible volume. Over the last two decades, business
communication has been in constant flux, with email, web content, social media, and
now mobile changing the rules of the game. In theSeventh Edition, Bovee and Thill
provide abundant exercises, tools, and online resources to prepare students for the
new reality of mobile communications and other emerging trends, ensuring a bright
start in the business world. Also available with MyBCommLab® MyBCommLab is an
online homework, tutorial, and assessment program designed to work with this text to
engage students and improve results. Within its structured environment, students
practice what they learn, test their understanding, and pursue a personalized study plan
that helps them better absorb course material and understand difficult concepts.
0134088255/ 9780134088259 Business Communication Essentials Plus
MyBCommLab with Pearson eText -- Access Card Package, 7/e Package consists of
0133896781/ 9780133896787 Business Communication Essentials, 7/e 0133931137
/9780133931136 /MyBCommLab with Pearson eText -- Access Card -- for Business
Communication Essentials, 7/e
This newly-revised sixth edition summarizes practical skills for communication strategy, writing,
and speaking—especially important in today's workplace. Chapter topics cover how to efficiently
compose written documents, editing for brevity and style, presentations and visual aids, special
speaking situations, and listening skills. For anyone who needs to communicate in today's
business or professional environment.
ALERT: Before you purchase, check with your instructor or review your course syllabus to
ensure that you select the correct ISBN. Several versions of Pearson's MyLab & Mastering
products exist for each title, including customized versions for individual schools, and
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registrations are not transferable. In addition, you may need a CourseID, provided by your
instructor, to register for and use Pearson's MyLab & Mastering products. Packages Access
codes for Pearson's MyLab & Mastering products may not be included when purchasing or
renting from companies other than Pearson; check with the seller before completing your
purchase. Used or rental books If you rent or purchase a used book with an access code, the
access code may have been redeemed previously and you may have to purchase a new
access code. Access codes Access codes that are purchased from sellers other than Pearson
carry a higher risk of being either the wrong ISBN or a previously redeemed code. Check with
the seller prior to purchase. -- Learn Business Communication Skills by Example. Excellent,
effective, and practical business communication skills are necessary in order to succeed in
today's business world. Excellence in Business Communication delivers an abundance of the
most realistic model documents and tools, helping readers learn business communication skills
by example. The tenth edition is a more efficient, rigorously revised textbook that maintains
solid coverage of fundamentals while focusing on today's social media revolution and the
impact it will have on readers' future careers.
NOTE: You are purchasing a standalone product; MyBCommLab does not come packaged
with this content. If you would like to purchase both the physical text and MyBCommLab
search for ISBN-10: 0134088255/ISBN-13: 9780134088259 . That package includes ISBN-10:
0133896781/ISBN-13: 9780133896787 and ISBN-10: 0133931137/ISBN-13: 9780133931136 .
Building Modern Communication Skills to Launch Your Career Business Communication
Essentials equips students with fundamental skills for a career in the modern, mobile
workplace. With comprehensive coverage of writing, listening, and presentation strategies in a
contemporary context, this text balances basic business English, communication approaches,
and the latest technology in one accessible volume. Over the last two decades, business
communication has been in constant flux, with email, web content, social media, and now
mobile changing the rules of the game. In the Seventh Edition, Bovee and Thill provide
abundant exercises, tools, and online resources to prepare students for the new reality of
mobile communications and other emerging trends, ensuring a bright start in the business
world. Also available with MyBCommLab® MyBCommLab is an online homework, tutorial, and
assessment program designed to work with this text to engage students and improve results.
Within its structured environment, students practice what they learn, test their understanding,
and pursue a personalized study plan that helps them better absorb course material and
understand difficult concepts. 0134088255/ 9780134088259 Business Communication
Essentials Plus MyBCommLab with Pearson eText -- Access Card Package, 7/e Package
consists of 0133896781/ 9780133896787 Business Communication Essentials, 7/e
0133931137 /9780133931136 /MyBCommLab with Pearson eText -- Access Card -- for
Business Communication Essentials, 7/e
The Business Communication field is at a crossroads as communication technologies are
reshaping how people communicate in the workplace. "Business Communication: Developing
Leaders for a Networked World," by Peter Cardon, puts students at the center of business
communication through the author's unique focus on credibility woven throughout the textbook
chapters, forward looking vision built on traditional concepts, and practitioner and case-based
approach. Students are more likely to read and reflect on the text, and are better positioned to
understand the essentials of efficient and effective business communication, thereby
transforming them into leaders for a networked world.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT, ONLINE, 9E offers a realistic
approach to communication in today's organizations. The text covers the most important
business communication concepts in detail and thoroughly integrates coverage of today's
social media and other communication technologies. Building on core written and oral
communication skills, the ninth edition helps readers make sound medium choices and
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provides guidelines and examples for the many ways people communicate at work. Readers
learn how to create PowerPoint decks, use instant messaging and texting effectively at work,
engage customers using social media, lead web meetings and conference calls, and more.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
This is the eBook of the printed book and may not include any media, website access codes,
or print supplements that may come packaged with the bound book. By developing a
comprehensive topic coverage emphasizing the importance of business presentations,
DiSanza's Business and Professional Communication gives readers a grounded framework
with real business examples and fundamental skill-building. Centered on the notion that
business communication can influence the interpretation of issues and events, this text
provides students with practical tips, contemporary applications, and a survey of the relevant
theories.
Whether it’s in emails, documents, presentations, meetings or tweets, we’re all being
bombarded by millions of words every day. So, how do you make your message stand out and
stick amongst all this chatter? The answer is simple – just get visual! With a straightforward
doodle or a quick illustration you’ll revolutionise how your message impacts your audience.
And The Art of Business Communication will show you how to do it. Can’t draw? No Picasso?
No problem! You’ll be amazed at how easy it is to add a simple yet powerful visual dimension
to any message or business communication so that all your ideas, presentations, documents
and meetings are brought to life and make a meaningful and memorable impact. Everything
becomes easier to say, problems are explained and solved in a flash and the complex quickly
becomes clear. So, to make your point and make it matter – make it visual.

Develop your leadership communication Communicating with Mastery provides
readers with a rich treasure trove of frameworks and tools for leadership
communication as developed and taught over the past decade at Stanford's
Graduate School of Business. Designed for the business leader on the go, it
provides you quick access to helpful approaches to vexing communication
problems leaders face today in speaking and writing to various audiences.
Projects often fail not because of the vision, but in the articulation of that vision.
With the help of this book, you’ll learn how to ensure you get the results you
desire as a leader and communicator including: Speak with conviction and write
with impact Tailor your communication to any goal, setting, or audience Scale
your leadership through effective coaching Every time you write or speak, you
need to make your words count. And this book shows you how.
For undergraduate courses in business communication. Develops Professional
Communication Skills Following in the wake of the digital revolution and the
advent of social media, business communication has been hit by yet another
revolutionary change: the rise of mobile communication. In this Twelfth Edition of
Boveé and Thill’s Excellence in Business Communication , the most significant
and recent technology-related changes affecting the business world are
thoroughly discussed. Not to be forgotten, the text continues to emphasize
fundamental skills and principles, including the importance of writing, listening,
presenting, and other components of business communication. Featuring
practical advice, time-tested processes, and real-world examples, Excellence in
Business Communication is the premier text for honing and developing essential
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communication skills. Also Available with MyBCommLab® This title is also
available with MyBCommLab--an online homework, tutorial, and assessment
program designed to work with this text to engage students and improve results.
Within its structured environment, students practice what they learn, test their
understanding, and pursue a personalized study plan that helps them better
absorb course material and understand difficult concepts. NOTE: You are
purchasing a standalone product; MyBCommLab does not come packaged with
this content. If you would like to purchase both the physical text and
MyBCommLab search for: 0134472438 / 9780134472430 Excellence in Business
Communication Plus MyBCommLab with Pearson eText -- Access Card Package
Package consists of: 0134319052 / 9780134319056 Excellence in Business
Communication 0134390113 / 9780134390116 MyBCommLab with Pearson
eText -- Access Card -- for Excellence in Business Communication
Communication research is evolving and changing in a world of online journals,
open-access, and new ways of obtaining data and conducting experiments via
the Internet. Although there are generic encyclopedias describing basic social
science research methodologies in general, until now there has been no
comprehensive A-to-Z reference work exploring methods specific to
communication and media studies. Our entries, authored by key figures in the
field, focus on special considerations when applied specifically to communication
research, accompanied by engaging examples from the literature of
communication, journalism, and media studies. Entries cover every step of the
research process, from the creative development of research topics and
questions to literature reviews, selection of best methods (whether quantitative,
qualitative, or mixed) for analyzing research results and publishing research
findings, whether in traditional media or via new media outlets. In addition to
expected entries covering the basics of theories and methods traditionally used in
communication research, other entries discuss important trends influencing the
future of that research, including contemporary practical issues students will face
in communication professions, the influences of globalization on research, use of
new recording technologies in fieldwork, and the challenges and opportunities
related to studying online multi-media environments. Email, texting, cellphone
video, and blogging are shown not only as topics of research but also as means
of collecting and analyzing data. Still other entries delve into considerations of
accountability, copyright, confidentiality, data ownership and security, privacy,
and other aspects of conducting an ethical research program. Features: 652
signed entries are contained in an authoritative work spanning four volumes
available in choice of electronic or print formats. Although organized A-to-Z, front
matter includes a Reader’s Guide grouping entries thematically to help students
interested in a specific aspect of communication research to more easily locate
directly related entries. Back matter includes a Chronology of the development of
the field of communication research; a Resource Guide to classic books,
journals, and associations; a Glossary introducing the terminology of the field;
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and a detailed Index. Entries conclude with References/Further Readings and
Cross-References to related entries to guide students further in their research
journeys. The Index, Reader’s Guide themes, and Cross-References combine to
provide robust search-and-browse in the e-version.
With advice and tools for improving a wide array of communication skills--from
delivering an effective presentation to drafting proposals to the effective use of email--Business Communication helps managers deliver information effectively.
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
NOTE: This edition features the same content as the traditional text in a
convenient, three-hole-punched, loose-leaf version. Student Value Editions also
offer a great value; this format costs significantly less than a new textbook.
Before purchasing, check with your instructor or review your course syllabus to
ensure that you select the correct ISBN. For Student Value Editions that include
MyLab(tm) or Mastering(tm), several versions may exist for each title -- including
customized versions for individual schools -- and registrations are not
transferable. In addition, you may need a Course ID, provided by your instructor,
to register for and use MyLab or Mastering platforms. For courses in business
communications. Students launch their careers using modern communication
skills For the past two decades, business communication has been in a constant
flux, with email, web content, social media, and mobile devices changing the
rules of the game. Business Communication Essentials: Fundamental Skills for
the Mobile-Digital-Social Workplace equips students with the fundamental skills
for a career in the modern, mobile workplace. With a balance of basic business
English, communication approaches, and the latest technology, the text covers
writing, listening, and presentation strategies in a contemporary manner. In the
8th Edition, Bovee and Thill provide numerous exercises, tools, and online
resources to prepare students for the new reality of mobile communications, and
emerging trends, for a bright start in the business. Also available with MyLab
Business Communication By combining trusted authors' content with digital tools
and a flexible platform, MyLab personalizes the learning experience and
improves results for each student. NOTE: You are purchasing a standalone
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product; MyLab(tm) Business Communication does not come packaged with this
content. Students, if interested in purchasing this title with MyLab Business
Communication, ask your instructor to confirm the correct package ISBN and
Course ID. Instructors, contact your Pearson representative for more information.
If you would like to purchase both the loose-leaf version of the text and MyLab
Business Communication, search for: 0135246334 / 9780135246337 Business
Communication Essentials: Fundamental Skills for the Mobile-Digital-Social
Workplace, Student Value Edition Plus MyLab Business Communication with
Pearson eText -- Access Card Package Package consists of: 0134729625 /
9780134729626 Business Communication Essentials: Fundamental Skills for the
Mobile-Digital-Social Workplace, Student Value Edition 0134732618 /
9780134732619 MyLab Business Communication with Pearson eText -- Access
Card -- for Business Communication Essentials: Fundamental Skills for the
Mobile-Digital-Social Workplace
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 pointsGuide to PresentationsPrentice Hall
Updated in its 2nd edition, Business & Professional Communication focuseson the core
concepts and skills of business and professional communication, with an emphasis on
leadership for today's global workplace. This comprehensive textis organized around
five fundamental principles of communication, providing a useful pedagogical
framework for the reader. These principles are applied to a variety of business and
professional contexts, including workplace relationships, interviewing, group and team
work and giving presentations.
Directed primarily toward college/university students, this text also provides practical
content for anyone who has to make presentations. A brief, professional, reader-friendly
guide to creating effective presentations. Many people avoid giving presentations or
simply suffer through them. Guide to Presentations, with its clear, concise, and practical
information, helps readers understand how to prepare and practice in order to make
presentations far less troubling.
Business Data Communications, 6/e, is ideal for use in Business Data
Communications, Data Communications, and introductory Networking for Business
courses. Business Data Communications, 6/e,covers the fundamentals of data
communications, networking, distributed applications, and network management and
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security. Stallings presents these concepts in a way that relates specifically to the
business environment and the concerns of business management and staff, structuring
his text around requirements, ingredients, and applications. While making liberal use of
real-world case studies and charts and graphs to provide a business perspective, the
book also provides the student with a solid grasp of the technical foundation of
business data communications. Throughout the text, references to the interactive,
online animations supply a powerful tool in understanding complex protocol
mechanisms. The Sixth Edition maintains Stallings' superlative support for either a
research projects or modeling projects component in the course. The diverse set of
projects and student exercises enables the instructor to use the book as a component
in a rich and varied learning experience and to tailor a course plan to meet the specific
needs of the instructor and students.
For courses in Business Communication. Building Modern Communication Skills to
Launch Your Career Business Communication Essentials equips students with
fundamental skills for a career in the modern, mobile workplace. With comprehensive
coverage of writing, listening, and presentation strategies in a contemporary context,
this text balances basic business English, communication approaches, and the latest
technology in one accessible volume. Over the last two decades, business
communication has been in constant flux, with email, web content, social media, and
now mobile changing the rules of the game. In the Seventh Edition, Bovee and Thill
provide abundant exercises, tools, and online resources to prepare students for the
new reality of mobile communications and other emerging trends, ensuring a bright
start in the business world. MyBCommLab® is not included. Students, if MyBCommLab
is a recommended/mandatory component of the course, please ask your instructor for
the correct ISBN. MyBCommLab should only be purchased when required by an
instructor. Instructors, contact your Pearson representative for more information.
MyBCommLab is an online homework, tutorial, and assessment product designed to
personalize learning and improve results. With a wide range of interactive, engaging,
and assignable activities, students are encouraged to actively learn and retain tough
course concepts.
Revised edition of the author's The presentation book, 2013.
FOREWORD BY GUY KAWASAKI Presentation designer and internationally acclaimed
communications expert Garr Reynolds, creator of the most popular Web site on
presentation design and delivery on the Net — presentationzen.com — shares his
experience in a provocative mix of illumination, inspiration, education, and guidance
that will change the way you think about making presentations with PowerPoint or
Keynote. Presentation Zen challenges the conventional wisdom of making "slide
presentations" in today’s world and encourages you to think differently and more
creatively about the preparation, design, and delivery of your presentations. Garr
shares lessons and perspectives that draw upon practical advice from the fields of
communication and business. Combining solid principles of design with the tenets of
Zen simplicity, this book will help you along the path to simpler, more effective
presentations.
Thirty million presentations will be given today. Millions will fail. Millions more will be
received with yawns. A rare few will establish the most profound connection, in which
presenter and audience understand each other perfectly…discover common ground…
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and, together, decide to act. In this fully updated edition, Jerry Weissman, the world’s
#1 presentation consultant, shows how to connect with even the toughest, most highlevel audiences...and move them to action! He teaches presenters of all kinds how to
dump those PowerPoint templates once and for all and tell compelling stories that focus
on what’s in it for the audience. Weissman’s techniques have proven themselves with
billions of dollars on the line. Thousands of his elite clients have already mastered
them. Now it’s your turn! • What you must do to tell your story Focus before Flow:
identifying your real goals and message • The power of the WIIFY: What’s In It For
You Staying focused on what your audience really wants • Capture your audience in 90
seconds… and never let go! Opening Gambits and compelling linkages • Master the art
of online Web conferencing Connecting with your invisible audience • From
brainstorming through delivery Crafting the Power Presentation, one step at a time
Named by FORTUNE Magazine as a "Must-Read" "Jerry Weissman makes the
challenge of producing and delivering effective presentations delightfully simple. Read it
and benefit!" Tim Koogle,Founding CEO, Yahoo! “A great read for all of us who have
ever struggled with any aspect of our public speaking skills. Presenting to Win contains
the same timeless techniques that helped me [18] years ago.” Jeff Raikes, former
President, Microsoft Business Division, Microsoft Corporation, and CEO, Bill and
Melinda Gates Foundation “Jerry is The Man when it comes to making great pitches. If
your pitch doesn’t get a whole lot better after reading this book, something is wrong
with you.” Guy Kawasaki, Managing Director and Chairman, Garage Technology
Ventures, and bestselling author of The Art of the Start “Presenting to Win is the
shortest path to applause for any presenter. It will be your bible for the PowerPoint Age.
It’s loaded with easy actions and real examples that really work. I’ve used them. I
know.” Scott Cook, Founder, Intuit
For courses in business communications. Students launch their careers using modern
communication skills For the past two decades, business communication has been in a
constant flux, with email, web content, social media, and mobile devices changing the
rules of the game. Business Communication Essentials: A Skills Based Approach
equips students with the fundamental skills for a career in the modern, mobile
workplace. With a balance of basic business English, communication approaches, and
the latest technology, the text covers writing, listening, and presentation strategies in a
contemporary manner. In the 8th Edition, Bovee and Thill provide numerous exercises,
tools, and online resources to prepare students for the new reality of mobile
communications, and emerging trends, for a bright start in the business. Also available
with MyLab Business Communication By combining trusted authors' content with digital
tools and a flexible platform, MyLab personalizes the learning experience and improves
results for each student. Note: You are purchasing a standalone product; MyLab
Business Communication does not come packaged with this content. Students, if
interested in purchasing this title with MyLab, ask your instructor to confirm the correct
package ISBN and Course ID. Instructors, contact your Pearson representative for
more information. If you would like to purchase both the physical text and MyLab
Business Communication, search for: 0134890566 / 9780134890562 Business
Communication Essentials: A Skills Based Approach Plus MyLab Business
Communication with Pearson eText -- Access Card Package, 8/e Package consists of:
0134729404 / 9780134729404 Business Communication Essentials: A Skills Based
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Approach 0134827287 / 9780134827285 MyLab Business Communication with
Pearson eText -- Component Access Card (1 semester)
Revised edition of the authors' Excellence in business communication, [2017]
Copyright: 6ace1aa6268ed5925278bc257126d369
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