
MBA Fundamentals Business Writing (Kaplan
Test Prep)

By Timothy E. Flood

MBA Fundamentals Business Writing (Kaplan Test Prep) By Timothy E.
Flood

Need to summarize a meeting for your boss? Send an email that alerts the
recipient to a change in plans? Formally respond to a customer’s query? The way
you word, format, and transmit business correspondence directly affects the
results you’ll get.

This handy guide provides thorough, straightforward guidance on the writing
issues you frequently encounter. You’ll learn all of the business writing basics,
including:

How to organize your writing for maximum efficiency●

Essential guidelines for enacting a professional tone and presence●

Helpful strategies for ensuring proper use of punctuation and grammar●

Practical techniques for the layout of your text and embedded visual objects●

Best practices for print and electronic communications, including memos,●

letters, reports, and emails

Kaplan MBA Fundamentals

From the #1 graduate test prep provider, Kaplan MBA Fundamentals helps you
to master core business basics in a few easy steps. Each book in the series is
based on an actual MBA course, providing direct and measurable skills you can
use today.
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Editorial Review

About the Author
Timothy E. Flood, Ph.D., teaches business writing, oral communication, and presentation skills as an
adjunct assistant professor of management and corporate communication at University of North Carolina’s
Kenan-Flagler MBA program. He serves on the Advisory Council of the Center for International Business
Education and Research. Flood has presented on business communication subjects across the world, from
Chapel Hill to Egypt.

Users Review

From reader reviews:

Ian Coghlan:

Do you have favorite book? In case you have, what is your favorite's book? Book is very important thing for
us to know everything in the world. Each guide has different aim or maybe goal; it means that guide has
different type. Some people experience enjoy to spend their time and energy to read a book. They are reading
whatever they acquire because their hobby will be reading a book. What about the person who don't like
examining a book? Sometime, person feel need book if they found difficult problem as well as exercise.
Well, probably you'll have this MBA Fundamentals Business Writing (Kaplan Test Prep).

Rhonda Munoz:

The publication with title MBA Fundamentals Business Writing (Kaplan Test Prep) has lot of information
that you can discover it. You can get a lot of benefit after read this book. That book exist new expertise the
information that exist in this guide represented the condition of the world right now. That is important to
yo7u to be aware of how the improvement of the world. That book will bring you with new era of the the
positive effect. You can read the e-book in your smart phone, so you can read the item anywhere you want.

Roberto Garcia:

Playing with family in a very park, coming to see the coastal world or hanging out with close friends is thing
that usually you might have done when you have spare time, after that why you don't try thing that really
opposite from that. One activity that make you not sensation tired but still relaxing, trilling like on roller
coaster you have been ride on and with addition details. Even you love MBA Fundamentals Business
Writing (Kaplan Test Prep), you are able to enjoy both. It is good combination right, you still need to miss it?
What kind of hang-out type is it? Oh come on its mind hangout folks. What? Still don't buy it, oh come on its
identified as reading friends.



Alberta Keyes:

A lot of guide has printed but it differs from the others. You can get it by web on social media. You can
choose the very best book for you, science, comic, novel, or whatever by searching from it. It is referred to as
of book MBA Fundamentals Business Writing (Kaplan Test Prep). You can add your knowledge by it.
Without departing the printed book, it might add your knowledge and make you happier to read. It is most
essential that, you must aware about guide. It can bring you from one destination to other place.
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