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CreateSpace Independent Publishing  Platform. Paperback. Book Condition: New. This item is
printed on demand. Paperback. 204 pag es. Dimensions: 10.0in. x 8.0in. x 0.5in.Whereas most
books and courses on business writing  merely review the rules of g rammar and punctuation, the
Spence and Company approach teaches how to org anize ideas and information into
documents and presentations that are clear and persuasive. The approach, which Spence and
Company has taug ht to professionals at leading  American companies since 1953, is explained in
two books: Org anizing  Ideas: The Key to Effective Communication and Business Writing : The
Good, the Bad, and the Ug ly. Org anizing  Ideas shows how to use time-tested principles of
effective communication to identify your key messag e and construct a persuasive arg ument to
support it. You will learn to select, org anize, and present information in a manner that
addresses the needs and concerns of your audience. Special chapters show how to compose
effective e mail, prepare eng ag ing  presentations, and write documentation that people actually
read. Org anizing  Ideas also teaches how to revise your writing  and create a final draft. Applying
nine simple principles for editing  will ensure that your parag raphs and sentences convey your
ideas and information clearly and concisely. You will learn, as...
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The best book i actually read throug h. I have g ot read and so i am sure that i am g oing  to g oing  to read throug h yet ag ain yet ag ain down the road.
You can expect to like the way the author compose this pdf.
-- Lud ie  Willm s    

This publication is wonderful. I could comprehended every thing  out of this published e publication. You can expect to like the way the blog g er write
this publication.
-- Elis e o  R ippin     
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