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Synopsis

Basic Letter and Memo Writing is an intensive, activity-oriented text-workbook that shows users how
to apply basic principles of communication to write clear and effective business documents.
Through numerous document examples and applications, students master basic skills and apply

them in specific, real-world business situations.
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| only purchased this book because | needed it for one of my classes. | do not like English. My
favorite subjects relate to working with numbers, not communicating through writing or speech. The
English book | used for the previous terms dealt more with English fundamentals: subjects, verbs,
prepositions, and how they are used in a sentence. This book digs a little deeper into writing
assignments and spkeaking, and how to communicate effectively.

This was a textbook for my grandson. It's a great buy.

The disk hasn’t been updated in years and doesn’t function properly on modern Windows (7, 8)

out-of-date

This is exactly how it is stated. It came new as stated and with the CD. | am happy to have received

the book so quickly.

Came in perfect condition with the cd. Although | ended up dropping the class, | hope | can be able

to sell the book back to someone at school.

| got what | expected. | would say it was worth the buy. It came on time too. It was in good shape.

| had to have this book for school. Instead of paying an arm and a leg for it like my school charges, i

just simply bought it on here for MUCH cheaper.
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