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0.5in.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 Effective Communication and Business
Writing: The Good, the Bad, and the Ugly. Organizing Ideas
shows how to use time-tested principles of effective
communication to identify your key message and construct a
persuasive argument to support it. You will learn to select,
organize, 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 engaging
presentations, and write documentation that people actually
read. Organizing Ideas also teaches how to revise your writing
and create a final draft. Applying nine simple principles for
editing will ensure that your paragraphs and sentences convey
your ideas and information clearly and concisely. You will
learn, as...
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A fresh e book with a brand new point of view. It is definitely simplistic but surprises in the fi y percent of your ebook.
Its been designed in an extremely basic way and is particularly just soon a er i finished reading this ebook where in
fact altered me, change the way i really believe.
-- Dr . Alber ta  Schm idt V-- Dr . Alber ta  Schm idt V

This kind of publication is every little thing and taught me to searching in advance plus more. I have got study and i
am confident that i am going to going to go through yet again again down the road. I am just e ortlessly could get a
delight of reading a written pdf.
-- Mr s. B onita  K upha l-- Mr s. B onita  K upha l
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