Clear and Concise: Communication Skills for Business 2" Edition
Contents

Preface
Chapter 1: Communicating at Work
I. How Information Travels
[I. The Communication Process
Chapter 2: Word Sense
I. Spelling
[I. Misused Words and Phrases
Chapter 3: Punctuation Principles
I. Commas
[I. Semicolons
[ll. Colons
Chapter 4: Common Errors
I. Agreement
[I. Faulty Predication
[ll. Pronoun Case
[V. Pronoun Reference
V. Sentence Boundaries
VI. Modifier Mistakes
VII. Parallel Structure
Chapter 5: Improving Style and Tone
I. Redundancy
II. Verb Voice
[ll. Gender-Neutral Language
IV. Levels of Language
V. Clichés
Chapter 6: Composition
I. Narration
[I. Summary
[ll. Persuasion
IV. Critical Analysis
Chapter 7: Visual Communication
I. Graphic Design and Layout
[I. lNlustrations and Tables
Chapter 8: Business Correspondence
|. Business Letters
[I. Memorandums
[ll. E-mail
IV. Informal Reports
Chapter 9: Formal Reports
I. Parts of a Report
[I. Steps of Report Writing
[ll. Sample Report
Chapter 10: Oral Presentation
I. Five Steps in Preparation
[I. Managing Nervousness
[ll. Effective Presentation
Appendix A: Documenting Sources
I. Definitions of Terms
[I. What to Document
[ll. MLA Documentation Style
IV. Referring to the Source (MLA)
V. APA Documentation Style



VI. Referring to the Source (APA)
Appendix B: Mechanics

|. Capitalization

II. Number Style

Ill. Metric Practice
IV. Punctuation
Appendix C: Answers to Exercises
Index



