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THE PLAIN ENGLISH APPROACH TO BUSINESS WRITING

Oxford University Press Inc, United States, 1997. Paperback. Book Condition: New. Revised edition. 213 x 140
mm. Language: English . Brand New Book ***** Print on Demand *****.In oFices across America, the Masters of
Gobbledygook are hard at work. They re bombarding in-boxes with those long, confusing memos that
colleagues don t have the patience to read-and bosses don t have the time to rewrite. They use words like
commence or prior to instead of begin or before. They bury their main point somewhere in the last paragraph-
and take two pages to get there. Everybody knows one of them; in fact, you may even be one of them. But now
there s help for anyone who s ever fallen prey to businessese, academese, legalese, or any other ese when faced
with a blank memo pad. In The Plain English Approach to Business Writing, Edward Bailey-who spent twenty
years working in the bastions of bureaucratese-oFers readers a powerful new communications tool. Written for
busy professionals who want to improve the quality and clarity of their own (or their staF s) writing style, this
no-nonsense guide is an indispensable oFice companion. Bailey s approach is surprisingly straightforward: just
write as you would talk. Plain English is not only easier to read; it s also easier to write. And it s so eFective that
many large organizations are endorsing, if not demanding, its use in the work place. Pithy and entertaining,
Bailey points out all the dos and don ts of plain English. He then illustrates them with examples drawn from a
wide array of sources, including business documents, technical manuals, trade publications like Consumer
Reports, and the works of writers such as Russell Baker and John D. MacDonald. From the basics to the fine
tuning, he offers practical advice on clarity and...
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Th e Well- Train ed  M in d : A  Gu id e to  C lassical Ed u catio n  at H o me ( H ard b ack)                     
WW Norton Co, United States, 2016. Hardback. Book Condition: New. 4th Revised edition. 244
x 165 mm. Language: English . Brand New Book. The Well-Trained Mind will instruct you, step
by step, on how to...
R ead  P DF »  

Wh o  am I in  th e L iv es o f  C h ild ren ? A n  In tro d u ctio n  to  Early  C h ild h o o d                                       
Ed u catio n  
Pearson Education (US), United States, 2015. Paperback. Book Condition: New. 10th Revised
edition. 254 x 201 mm. Language: English . Brand New Book. Note: This is the bound book only
and does not include access...
R ead  P DF »  

A n y  C h ild  C an  Write       
Oxford University Press Inc, United States, 2003. Paperback. Book Condition: New. 4th Revised
edition. 201 x 135 mm. Language: English . Brand New Book ***** Print on Demand
*****.Harvey S. Wiener shows how parents can...
R ead  P DF »  

R ead  Write In c.  P h o n ics:  Grey  Set 7  N o n - Fictio n  2 a Fligh t to  N ew  Y o rk                      
Oxford University Press, United Kingdom, 2016. Paperback. Book Condition: New. 213 x 98
mm. Language: N/A. Brand New Book. These decodable non-fiction books provide structured
practice for children learning to read. Each set of books...
R ead  P DF »  

H isto ry  o f  th e To w n  o f  Su tto n  M assach u setts f ro m 1704 to  1876                   
Createspace, United States, 2015. Paperback. Book Condition: New. annotated edition. 229 x
152 mm. Language: English . Brand New Book ***** Print on Demand *****.This version of the
History of the Town of Sutton Massachusetts...
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N e ma Go es to  Day care   
AUTHORHOUSE, United States, 2015. Paperback. Book Condition: New. 216 x 216 mm.
Language: English . Brand New Book ***** Print on Demand *****.This book is about a little
biracial (African American/Caucasian) girl s first day
Sav e eP u b  »   

P ep p a P ig:  N atu re Trail  -  R ead  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                         
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Peppa Pig: Nature Trail -
Read it Yourself with Ladybird: Level 2, Peppa Pig and her family are enjoying a nature walk
when they get lost.
Sav e eP u b  »   

C h ild ren  s Ed u catio n al Bo o k J u n io r L eo n ard o  Da Vin ci  :  A n  In tro d u ctio n  to  th e                                
A rt,  Scien ce an d  In v en tio n s o f  Th is Great Gen iu s A ge 7 8  9  10 Y ear- Old s.  [ British                      
En glish ] 
Createspace, United States, 2013. Paperback. Book Condition: New. 248 x 170 mm. Language:
English . Brand New Book ***** Print on Demand *****.ABOUT SMART READS for Kids . Love
Art, Love Learning Welcome. Designed to
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N o  Frien d s?:  H o w  to  M ake Frien d s Fast an d  Keep  Th em               
Createspace, United States, 2014. Paperback. Book Condition: New. 229 x 152 mm. Language:
English . Brand New Book ***** Print on Demand *****.Do You Have NO Friends ? Are you tired
of not having any
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