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Editorial Review

Review
I. Business Writing Basics 1. Making the Grade in Business Writing 2. Letter Format 3. Memo Format 4.
Composing E-Mail Messages 5. Planning Business Documents 6. Revising for Purpose and Audience 7.
Revising for Tone and Style 8. Editing 9. Eliminating Biased Language and Policy 10. Communicating
across Cultures II. Memos and Letters 11. Making a Personal Request 12. Complaints 13. Responding to
Complaints 14. Good-News Messages 15. Delicate and Bad-News Messages III. Reports and Proposals 16.
Background to Reports: Documenting Sources 17. Visuals 18. Short Report Based on Library Research 19.
Short Report Based on Survey Research 20. Routine and Long Reports 21. Proposals IV. Addressing the
Public 22. Sales Letters 23. Oral Presentations V. Job Search 24. Traditional Resumes 25. Job-Search Letters
26. Electronic Job Search References Index

About the Author
William Murdick is Emeritus Professor of English, California University of Pennsylvania. He holds a B.A. in
English from SUNY Albany, an M.F.A. in writing from the University of Iowa's Writer's Workshop, and a
Ph.D. in English (Rhetoric and Linguistics) from Indiana University of Pennsylvania.William has business
experience as co-owner of a computer company and as a consultant who wrote policy-procedure manuals.
He is the author of five books: in addition to the two Portable books, he has written two composition books
for Jain Publishing (2003 and 2005) and one on word processing (1984). He has also published many
technical articles on computer use and scholarly articles, mainly on the teaching of writing.

Users Review

From reader reviews:

Adam Nelson:

The event that you get from The Portable Business Writer (The English essentials series) could be the more
deep you excavating the information that hide inside words the more you get thinking about reading it. It
doesn't mean that this book is hard to recognise but The Portable Business Writer (The English essentials
series) giving you enjoyment feeling of reading. The writer conveys their point in selected way that can be
understood by means of anyone who read that because the author of this publication is well-known enough.
This particular book also makes your current vocabulary increase well. So it is easy to understand then can
go together with you, both in printed or e-book style are available. We recommend you for having this The
Portable Business Writer (The English essentials series) instantly.

Della Bailey:

The Portable Business Writer (The English essentials series) can be one of your nice books that are good
idea. All of us recommend that straight away because this reserve has good vocabulary which could increase
your knowledge in language, easy to understand, bit entertaining but still delivering the information. The
article author giving his/her effort to put every word into delight arrangement in writing The Portable
Business Writer (The English essentials series) nevertheless doesn't forget the main stage, giving the reader
the hottest along with based confirm resource data that maybe you can be one among it. This great



information may drawn you into brand-new stage of crucial pondering.

Archie Williams:

In this period of time globalization it is important to someone to get information. The information will make
a professional understand the condition of the world. The condition of the world makes the information
easier to share. You can find a lot of referrals to get information example: internet, paper, book, and soon.
You will observe that now, a lot of publisher which print many kinds of book. Typically the book that
recommended to you personally is The Portable Business Writer (The English essentials series) this guide
consist a lot of the information on the condition of this world now. This specific book was represented so
why is the world has grown up. The words styles that writer use to explain it is easy to understand. The
actual writer made some exploration when he makes this book. That's why this book appropriate all of you.

Rosalind Bowlin:

Many people spending their moment by playing outside along with friends, fun activity using family or just
watching TV the entire day. You can have new activity to invest your whole day by reading through a book.
Ugh, ya think reading a book can definitely hard because you have to accept the book everywhere? It ok you
can have the e-book, taking everywhere you want in your Smart phone. Like The Portable Business Writer
(The English essentials series) which is keeping the e-book version. So , why not try out this book? Let's
notice.
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