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This text-workbook is a streamlined, no-nonsense approach to business
communication. It takes a three-in-one approach: (1) text, (2) practical
workbook, and (3) self-teaching grammar/mechanics handbook. The chapters
reinforce basic writing skills, then apply these skills to a variety of memos,
letters, reports, and resumes. This new edition features increased coverage of
contemporary business communication issues including oral communication,
electronic forms of communication, diversity and ethics.
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Editorial Review

Review
The writing exercises presented are a blessing for any teacher. The clarity of the writing sections of the text
permits students to learn proper business writing and grammar. The clear examples and exercises provide the
student with ample writing practice. Overall, an excellent text that will teach students proper business
writing.

I've taught Business Communication since 1999 at Los Medanos College, and every semester the students
comment on how much they like Essentials of Business Communication and especially the Web site. As an
instructor I particularly enjoy the number of supplemental items that make my job easier, more interesting,
and fun for the students and myself, and, most importantly, educational. Dr. Guffey is a dedicated and
passionate professional, and instructors and students both benefit greatly from her textbooks.

Guffey seems to have her hands on the pulse of not only what is currently needed by students and instructors,
but is looking toward what might be needed in the future. I think this is what has always made her textbooks
seem more current than some of the other texts out there.

Essentials is a big hit with my students. While they are working through all the exercises and sharing their
completed case problems with each other, IÃ¢â‚¬â„¢m enjoying the ease provided the instructor. The
instructorÃ¢â‚¬â„¢s manual, electronic test bank, transparencies, and annotated teacherÃ¢â‚¬â„¢s text are
wonderful tools. IÃ¢â‚¬â„¢m amazed at the total number of items available to help me!

I'm using WebTutorâ„¢ for the first time and so far, I'm impressed with the product! I fell in love with EBC
just reviewing it over the Internet, and WebTutorâ„¢ is an awesome complement to your text!

About the Author
A dedicated professional, Mary Ellen Guffey has taught business communication and business English topics
for more than 35 years. She received a bachelor's degree, summa cum laude, from Bowling Green State
University; a master's degree from the University of Illinois; and a doctorate in business and economic
education from the University of California, Los Angeles (UCLA). She has taught at the University of
Illinois, Santa Monica College, and Los Angeles Pierce College. Now recognized as the world's leading
business communication textbook author, Dr. Guffey is the founding author of three award-winning
textbooks: BUSINESS COMMUNICATION: PROCESS AND PRODUCT, ESSENTIALS OF BUSINESS
COMMUNICATION, and BUSINESS ENGLISH. Each updated book continues to lead its market and,
together, these books have helped hundreds of thousands of students around the world develop language
skills. Dr. Guffey serves on the review boards of the Business and Professional Communication Quarterly
and the Journal of Business Communication, publications of the Association for Business Communication.
She also participates in national meetings, sponsors business communication awards, and is committed to
promoting excellence in business communication pedagogy and the development of student writing skills.

Users Review

From reader reviews:



Andy Breaux:

Information is provisions for individuals to get better life, information presently can get by anyone at
everywhere. The information can be a information or any news even a huge concern. What people must be
consider when those information which is in the former life are challenging to be find than now is taking
seriously which one is suitable to believe or which one the particular resource are convinced. If you get the
unstable resource then you get it as your main information you will see huge disadvantage for you. All those
possibilities will not happen inside you if you take Essentials of Business Communication (6th Edition) as
the daily resource information.

April Brooks:

In this time globalization it is important to someone to acquire information. The information will make a
professional understand the condition of the world. The condition of the world makes the information better
to share. You can find a lot of referrals to get information example: internet, newspapers, book, and soon.
You can see that now, a lot of publisher which print many kinds of book. The book that recommended for
your requirements is Essentials of Business Communication (6th Edition) this book consist a lot of the
information from the condition of this world now. This particular book was represented how does the world
has grown up. The terminology styles that writer make usage of to explain it is easy to understand. Typically
the writer made some investigation when he makes this book. Honestly, that is why this book ideal all of
you.

David Murray:

Don't be worry in case you are afraid that this book can filled the space in your house, you may have it in e-
book way, more simple and reachable. That Essentials of Business Communication (6th Edition) can give
you a lot of buddies because by you investigating this one book you have factor that they don't and make you
more like an interesting person. This particular book can be one of one step for you to get success. This book
offer you information that possibly your friend doesn't realize, by knowing more than different make you to
be great men and women. So , why hesitate? Let's have Essentials of Business Communication (6th Edition).

Jesse Eriksen:

Publication is one of source of information. We can add our know-how from it. Not only for students but
native or citizen require book to know the update information of year in order to year. As we know those
guides have many advantages. Beside many of us add our knowledge, can bring us to around the world.
Through the book Essentials of Business Communication (6th Edition) we can get more advantage. Don't
that you be creative people? To be creative person must prefer to read a book. Merely choose the best book
that acceptable with your aim. Don't end up being doubt to change your life with that book Essentials of
Business Communication (6th Edition). You can more desirable than now.
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