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PART ONE Background for Effective Business Communication[] chapterl- Effective Communications in
Business

Chapter2- The Seven C’ s of Effective Communication

PART TWO Brsiness Commrnication in Context[]

Chapter 3- Business Communicsation and the Global Context

Chapter 4- Business Communication and the Ethical Context

Chapter 5- Business Communication and the Technology

PART THREE Message Design[]

Chapter 6- The Process of Preparing Effextive Business Messages

Chapter 7- The Appearance and Design of Business Messages

Chapter 8- Good-News and Neutral Messages

PART FOUR Written Communicationt] Major Plans for Letters and Memos[]
Chapter 9- Bad-News Messages

Chapter 10- Persuasine Written Messages

PART FIVE Written Communicationd Reports

Chapter 11- Short Reports

Chapter 12- Long [J Formalld RAeports

Chaper 13- Proposals

PART SIX STRATEGIES FOR ORAL COMMUNICATION

Chapter 14- Strategies for Successful Speaking and Successful Listining
Chapter 15- Stratehies for Successful Lnformatimve and Persrasive Speaking
Chapter 16- Strategies for Successful Lnertpersonal Commrnication
Chapter 17- Steategies for[] Successful Business and Group Meetings
PART SEVEN THE JOB APPLICATION PROCESS

Chapter 18- The Job Application Process——The Written Job Presentation
Chapter 19- The Job Application Process—Lnterviews and Follow-Up
APPENDIXES
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