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This ebook has been updated to provide you with the latest guidance on documenting
sources in MLA style and follows the guidelines set forth in the MLA Handbook, 9th
edition (April 2021). More than ever, Writing That Works is the right choice for the most
up-to-date coverage of business writing. Real-world model documents are grounded in
their rhetorical contexts to guide students in navigating the increasingly complex world
of business writing. Now in full-color, the thirteenth edition continues to reflect the
central role of technology in the office and the classroom, showcasing the most current
types of business documents online and in print, providing succinct guidelines on
selecting the appropriate medium for your document, communication, or presentation,
and featuring new advice on creating a personal brand as part of a successful job
search. Also available as an e-book and in loose-leaf, Writing that Works offers robust
but accessible coverage at an affordable price.
This business-oriented writing introduction covers the basic elements of composition,
writing strategies, business correspondence, formal and informal reports, research,
visual aids, proposals, oral presentations, resumes, word processing, the Internet,
spelling and vocabulary, grammar, and ESL. Annotation copyrighted by Book News,
Inc., Portland, OR
More than ever, Writing That Works is the right choice for the most up-to-date coverage
of business writing. Real-world model documents are grounded in their rhetorical
contexts to guide students in navigating the increasingly complex world of business
writing. Now in full-color, the thirteenth edition continues to reflect the central role of
technology in the office and the classroom, showcasing the most current types of
business documents online and in print, providing succinct guidelines on selecting the
appropriate medium for your document, communication, or presentation, and featuring
new advice on creating a personal brand as part of a successful job search. Also
available as an e-book and in loose-leaf, Writing that Works offers robust but accessible
coverage at an affordable price.
Schedule and coordinate projects seamlessly, start to finish! In today's ultracompetitive
world of business, those in charge want results on time and on budget--and they're
turning to project managers to deliver. Skilled project managers are in high demand,
and the profession is growing at an unprecedented rate. The McGraw-Hill 36-Hour
Course: Project Management, Second Edition, combines expert insight, advice based
on realworld experience, and the latest developments into a single, concise package. In
the span of 36 hours, you'll learn how to: Plan, launch, manage, and close projects
Build the best team for each project Shape and drive a project using effective
leadership Manage quality, costs, time, and risk Deploy the latest project management
technologies Complete with chapter-ending self-tests and a comprehensive online final
exam, The McGraw-Hill 36-Hour Course: Project Management, Second Edition,
provides the guidance you need to manage any project under any conditions.
Supercharge your writing skills . . . by the end of the week! In the workplace, your
writing speaks volumes about you. Whether you’re crafting a three-line message or a
300-page report, you need to write in a polished, professional way—regardless of your
position or profession. The McGraw-Hill 36-Hour Course in Business Writing and
Communication puts you on the fast track to becoming a strong, persuasive business
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writer. Complete with exercises, self-tests, and an online final exam, this multifaceted
business writing “course” teaches you how to: SEIZE READERS’ INTEREST
INSTANTLY ELIMINATE NONSPECIFIC WORDS AND PHRASES MANAGE CROSSCULTURAL WRITING CRAFT COMPELLING ONLINE COPY CREATE POWERFUL
PRESENTATIONS Present yourself at the top of your game in every e-mail, memo,
report, and presentation with The McGraw-Hill 36-Hour Course in Business Writing and
Communication!
More than ever, Writing That Works is the right choice for the most up-to-date coverage
of business writing. Real-world model documents are grounded in their rhetorical
contexts to guide students in navigating the increasingly complex world of business
writing. Now in full-color, the thirteenth edition continues to reflect the central role of
technology in the office and the classroom, showcasing the most current types of
business documents online and in print, providing succinct guidelines on selecting the
appropriate medium for your document, communication, or presentation, and featuring
new advice on creating a personal brand as part of a successful job search.
Covers grammar, usage, style, and the writing process for letters, memorandums,
proposals, reports, meetings, and job descriptions
[The book] combines the advantages of a rhetorically arranged handbook and an
alphabetically arranged handbook. [The authors] believe this organization in a compact
form makes the companion a flexible and handy supplement in the classroom or a
quick reference on the job.... [The book] offers coverage far beyond the scope of
conventional English handbooks. In addition to a thorough treatment of grammar,
usage, style, format and writing procedures, it provides information on all types of
business communication.... It gives abundant examples, all drawn from business or
industrial contexts, to provide the greatest possible relevance for professionally oriented
readers. -Pref.
The detailed, practical, step-by-step advice in this user-friendly guide will help students
and researchers to communicate their work more effectively through the written word.
Covering all aspects of the writing process, this concise, accessible resource is critically
acclaimed, well-structured, comprehensive, and entertaining. Self-help exercises and
abundant examples from actual typescripts draw on the authors' extensive experience
working both as researchers and with them. Whilst retaining the user-friendly and
pragmatic style of earlier editions, this third edition has been updated and broadened to
incorporate such timely topics as guidelines for successful international publication,
ethical and legal issues including plagiarism and falsified data, electronic publication,
and text-based talks and poster presentations. With advice applicable to many writing
contexts in the majority of scientific disciplines, this book is a powerful tool for improving
individual skills and an eminently suitable text for classroom courses or seminars.
ESSENTIALS OF BUSINESS COMMUNICATION, 9TH EDITION presents a
streamlined approach to business communication that includes unparalleled resources
and author support for instructors and students. ESSENTIALS OF BUSINESS
COMMUNICATION provides a four-in-one learning package: authoritative text, practical
workbook, self-teaching grammar/mechanics handbook, and premium Web site.
Especially effective for students with outdated or inadequate language skills, the Ninth
Edition offers extraordinary print and digital exercises to help students build confidence
as they review grammar, punctuation, and writing guidelines. Textbook chapters teach
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basic writing skills and then apply these skills to a variety of e-mails, memos, letters,
reports, and resumes. Realistic model documents and structured writing assignments
help students build lasting workplace skills. The Ninth Edition of this award-winning text
features increased coverage of electronic messages and digital media, redesigned and
updated model documents to introduce students to the latest business communication
practices, and extensively updated exercises and activities. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
This book is a study of the power to monitor what is said, authorize who may speak,
and even to determine what is and is not knowable within the context of electronic
discourse communities. It tests the claim that the Internet and other wide-area
networking systems promote participatory democracies and may serve as agencies for
communal change by enabling the formation of resisting subjectivities.
Combining clear advice on the writing process and countless model documents from
real workplace settings, Writing That Works sets the standard for professional writing
books today. More than ever, this eleventh edition reflects the role of technology in the
office and the classroom, addressing the most current types of business documents
online and in print, providing informative guidelines on selecting the appropriate
medium for your document, communication, or presentation, and offering new advice
on landing and keeping a job in today's economy. An integrated student site works with
the text to offer additional resources and models reflecting the authors' trademark
clarity.
More than just a guide, the Handbook of Technical Writing places writing in a real-world
context with quick access to hundreds of technical writing topics and scores of sample
documents and visuals. Its dedicated author team — with decades of combined
academic and professional experience — has created a comprehensive reference tool
for students and professionals alike. Always anticipating the needs of today’s writers,
the ninth edition includes expanded coverage of audience and context, and reflects the
impact that e-mail and technology have had on workplace communication. An
integrated companion Web site works together with the text to offer expanded online
resources with the same clarity and depth of instruction.
Beginning college writers come from a wide range of backgrounds and communities.
And for many, academic reading and writing skills are ones they must learn and
practice. Enter Rules for Writers. It's an easy-to-use, comprehensive composition tool
with the quality you expect from authors you trust. It empowers students by teaching
them how to meet new expectations and by giving them the practice that builds
confidence. With trusted advice for writing well, reading critically, and working with
sources, Rules for Writers now has even more help for underprepared and
inexperienced writers--sentence guides that foster an academic voice, tips for spotting
fake news and misleading sources, more on paraphrasing, and fifteen new "how-to"
pages that offer practical help for writing challenges. It's an affordable solution with
significant value, especially when paired with LaunchPad Solo for Hacker Handbooks,
an innovative practice solution available at no additional cost when package with a new
text.
Writing That Works: Communicating Effectively on the JobBedford

From abstracts to online professional profiles, from blogs and forums to formal
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reports and manuals, the Handbook of Technical Writing uses smart, accessible
language to spotlight and clarify technical writing today. Hundreds of topic
entries, 90+ sample documents, at-a-glance checklists, and clear, explicit
models, communicate the real-world practices of successful technical writers.
Developed by a legendary author team with decades of combined academic and
professional experience, the book's intuitive, alphabetical organization makes it
easy to navigate its extensive coverage of grammar, usage, and style. Plus,
updated, in-depth treatment of pressing issues like the job search, audience
awareness, source documentation, and social media use on the job resonate
both in class and at the office. With a refreshed, integrated focus on the ways
technologies shape writing, the Twelfth Edition of the Handbook is the
indispensable reference tool for writing successfully in the workplace.
Click here to find out more about the 2009 MLA Updates and the 2010 APA
Updates. Combining clear advice on the writing process and almost 250 model
documents from real workplace settings, Writing That Works sets the standard
for business writing books. It reflects today’s electronic workflow, addresses the
most current types of business documents, in print and online, and provides
practical, informative guidelines on designing documents, considering audience
and purpose, and using digital technology in the workplace. The free companion
Web site supports and expands upon the information in every chapter and offers
tutorials, additional model documents, expanded Digital Tips, and much more.
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
With numerous opportunities to practice writing that is applicable in a
professional environment, Document-Based Cases for Technical Communication
uses seven context-rich scenarios and more than 50 sample documents to
provide you with opportunities to analyze, revise, and design.
A guide to business writing covers grammar, usage, and style, and provides
instructions on following the writing process.
New to this edition: Up-to-date information on on-line research and computer
resources. A unique four-way access system enables users of the Handbook of
Technical Writing to find what they need quickly and get on with the job of writing: 1.
The hundreds of entries in the body of the Handbook are alphabetically arranged, so
you can flip right to the topic at hand. Words and phrases in bold type provide crossPage 4/5
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references to related entries. 2. The topical key groups alphabetical entries and page
numbers under broader topic categories. This topical table of contents allows you to
check broader subject areas for the specific topic you need. 3. The checklist of the
writing process summarizes the opening essay on "Five Steps to Successful Writing" in
checklist form with page references to related topics, making it easy to use the
Handbook as a writing text. 4. The comprehensive index provides an exhaustive listing
of related and commonly confused topics, so you can easily locate information even
when you don't know the exact term you're looking for.
The purpose of the Beer/McMurrey book is to give engineering students and engineers
a brief, easy to use guide to the essentials of engineering writing. Appropriate for use
as a supplement to an existing course, or as a resource for an introduction to
engineering course that includes writing as one of its components, the Beer/McMurrey
book will give engineers the basics of writing reports, specifications, using electronic
mail and computers without trying to be an exhaustive survey of all kinds of technical
writing.
Programs in technical writing, technical communication, and/or professional
communication have recently grown in enrollment as the demand among employers for
formally prepared technical writers and editors has grown. In response, scholarly
treatments of the subject and the teaching of technical writing are also burgeoning, and
the body of research and theory being published in this field is many times larger and
more accessible than it was even a decade ago. Although many theoretical and
disciplinary perspectives can potentially inform technical communication teaching,
administration, and curriculum development, the actual influences on the field's
canonical texts have traditionally come from a rather limited range of disciplines.
Innovative Approaches to Teaching Technical Communication brings together a wide
range of scholars/teachers to expand the existing canon.
Countless real-world model documents contextualized by clear rhetorical instruction
and a focus on professional ethics make Writing That Works the foundational standard
for professional writing. More than ever, this streamlined twelfth edition reflects the role
of technology in the office and the classroom, showcasing the most current types of
business documents online and in print, providing succinct guidelines on selecting the
appropriate medium for your document, communication, or presentation, and giving
advice on landing and keeping a job in today’s economy. Now also available as an ebook, Writing that Works offers robust but accessible coverage at an affordable price.
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