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Createspace. Paperback. Book Condition: New. This item is printed on demand. Paperback. 180 pages.
Dimensions: 11.0in. x 8.5in. x 0.4in.Whereas most books and courses on business writing merely review the rules
of grammar and punctuation, the Spence and Company approach teaches how to organize ideas and
information into documents and presentations that are clear and persuasive. The approach, which Spence and
Company has taught to professionals at leading American companies since 1953, is explained in two books:
Organizing Ideas: The Key to EBective Communication and Business Writing: The Good, the Bad, and the Ugly.
Business Writing: The Good, the Bad, and the Ugly illustrates how principles of eBective communication,
explained in Organizing Ideas, can be used to improve the clarity of standard business documents, such as e-
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that people actually read. Organizing Ideas also teaches how to revise your writing and create a final draD.
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and information clearly and concisely. You will learn, as well, to design presentation slides that are conceptually
clear and visually appealing. This item ships from La Vergne,TN. Paperback.
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