free business writing courses online

free business writing courses online have become increasingly popular as professionals seek to
enhance their communication skills in the business world. These courses offer flexible, accessible,
and often no-cost options for individuals looking to improve their writing capabilities. In this article,
we will explore the various types of free business writing courses available online, their benefits, and
how to choose the right course for your needs. Additionally, we will provide a list of recommended
platforms that offer these courses, tips for maximizing your learning experience, and insights into
the importance of business writing skills in today's workplace. By the end of this article, you will
have a comprehensive understanding of free business writing courses online and how they can
benefit your career.
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What are Free Business Writing Courses?

Free business writing courses are educational programs that focus on teaching individuals the skills
necessary for effective written communication in a business context. These courses cover a variety
of topics, including grammar, style, clarity, and the structure of business documents such as emails,
reports, and proposals. They are typically available online, allowing learners to access the material
at their own pace and convenience.

These courses are designed to cater to a wide audience, from entry-level employees to seasoned
professionals looking to refine their skills. They often include interactive components such as
quizzes, assignments, and peer reviews, which help reinforce the learning experience. By
participating in these courses, individuals can learn how to convey their ideas clearly and
persuasively, which is essential in any business setting.

Benefits of Taking Free Business Writing Courses



Online

Engaging in free business writing courses online offers numerous advantages. Some of the key
benefits include:

e Cost-effective Learning: As the name suggests, these courses are free, making them
accessible for anyone, regardless of budget constraints.

¢ Flexible Schedule: Online courses allow learners to study at their own pace, fitting their
education around work and personal commitments.

¢ Diverse Learning Materials: Many courses provide a variety of resources, including video
lectures, reading materials, and interactive assignments, catering to different learning styles.

¢ Networking Opportunities: Online platforms often have forums or discussion groups where
learners can connect with peers, share insights, and expand their professional network.

e Skill Enhancement: Improved writing skills can significantly impact career advancement,
leading to better job performance and opportunities for promotion.

Types of Free Business Writing Courses Available

Free business writing courses come in various formats, each targeting specific skills and audiences.
Here are some common types:

1. Basic Business Writing SKkills

These courses typically cover foundational writing skills, such as grammar, punctuation, and
sentence structure. They are ideal for individuals who are new to business writing or need a
refresher on basic concepts.

2. Advanced Business Writing Techniques

For those with some writing experience, advanced courses delve into more complex topics such as
persuasive writing, crafting effective proposals, and producing impactful reports. These courses are
designed to help professionals refine their writing style and enhance their ability to influence
readers.



3. Specific Document Types

Some courses focus on specific business documents, such as emails, memos, or business plans.
These targeted courses provide practical guidance on how to write effectively for particular
purposes.

4. Industry-Specific Writing

Certain courses cater to specific industries, such as technical writing for IT professionals or grant
writing for non-profit organizations. These specialized courses help individuals learn the nuances of
writing within their field.

Recommended Platforms for Free Business Writing
Courses

There are several reputable online platforms that offer free business writing courses. Some of the
most notable include:

e Coursera: Offers a range of free courses from top universities and institutions, including
business writing and communication skills.

¢ edX: Features various business writing courses from renowned universities, allowing learners
to audit courses for free.

e FutureLearn: Provides access to numerous free writing courses focusing on business
communication, including short programs and more in-depth studies.

e LinkedIn Learning: Although primarily a subscription service, it often offers free trials and
free access to specific courses related to business writing.

¢ Alison: This platform offers free courses in business writing and related areas, complete with
assessments and certifications.

Tips for Maximizing Your Learning Experience

To get the most out of free business writing courses, consider the following tips:

¢ Set Clear Goals: Define what you want to achieve by taking the course, whether it's



improving your email writing or mastering report creation.

e Engage Actively: Participate in discussions and complete all assignments to enhance your
understanding and retention of the material.

e Practice Regularly: Apply what you learn in your professional writing to reinforce new skills
and techniques.

¢ Seek Feedback: Utilize peer reviews or instructor feedback to improve your writing and gain
new perspectives.

e Network with Peers: Connect with fellow learners to share insights and learn from their
experiences.

The Importance of Business Writing Skills in the
Workplace

In today's fast-paced business environment, strong writing skills are crucial for effective
communication. Clear and concise writing can enhance collaboration, reduce misunderstandings,
and foster positive relationships among team members and clients. Additionally, as businesses
increasingly rely on digital communication, the ability to write well is more important than ever.

Effective business writing can lead to better decision-making, as well-structured documents convey
information more clearly. Furthermore, strong writing skills can enhance a professional's credibility
and authority, making them a valuable asset to their organization. Investing time in free business
writing courses online can unlock these benefits and contribute to long-term career success.

Q: Are free business writing courses really effective?

A: Yes, free business writing courses can be highly effective. They provide valuable content, often
created by experienced educators and industry professionals, which can help learners improve their
writing skills significantly.

Q: How long do these courses typically take?

A: The duration of free business writing courses can vary widely, ranging from a few hours to
several weeks, depending on the depth of the material and the learner's pace.

Q: Can I receive a certificate for completing a free business



writing course?

A: Some platforms offer certificates upon completion of their courses. However, this may vary, so it's
essential to check the specific course details.

Q: What topics are usually covered in business writing
courses?

A: Common topics include grammar and punctuation, writing emails and reports, persuasive writing
techniques, and creating specific business documents like proposals and memos.

Q: Do I need prior writing experience to take these courses?

A: No, many free business writing courses cater to all skill levels, from beginners to advanced
writers. You can choose a course that matches your current expertise.

Q: How can I find the best free business writing course for my
needs?

A: Consider your specific writing goals, the course content, reviews from previous learners, and the
credibility of the platform offering the course to find the best fit.

Q: Can I take these courses at my own pace?

A: Yes, most free business writing courses offered online allow you to learn at your own pace,
making them flexible and convenient for busy professionals.

Q: Are there any prerequisites for enrolling in a free business
writing course?

A: Typically, there are no prerequisites for most free business writing courses. They are designed to
be accessible to a broad audience.

Q: What if I want to improve my writing further after
completing a course?

A: After completing a course, consider taking advanced courses, participating in workshops, or
engaging in writing communities to continue enhancing your skills.
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free business writing courses online: Business Writing That Counts! Julie Miller, 2007-02
Includes special section: Business writing that sells--Sticker on cover.

free business writing courses online: Business Writing For Dummies Natalie Canavor,
2017-04-05 Business writing that gets results The ability to write well is a key part of your
professional success. From reports and presentations to emails and Facebook posts, whether you're
a marketer, customer service rep, or manager, being able to write clearly and for the right audience
is critical to moving your business forward. The techniques covered in this new edition of Business
Writing For Dummies will arm you with the skills you need to write better business communications
that inform, persuade, and win business. How many pieces of paper land on your desk each day, or
emails in your inbox? Your readers-the people you communicate with at work-are no different. So
how can you make your communications stand out and get the job done? From crafting a short and
sweet email to bidding for a crucial project, Business Writing For Dummies gives you everything you
need to achieve high-impact business writing. Draft reports, proposals, emails, blog posts, and more
Employ editing techniques to help you craft the perfect messages Adapt your writing style for digital
media Advance your career with great writing In today's competitive job market, being able to write
well is a skill you can't afford to be without-and Business Writing For Dummies makes it easy!

free business writing courses online: Writing in Online Courses Phoebe Jackson, Christopher
Weaver, 2018-06-25 For scholars interested in the intersection of writing and online instruction,
Writing in Online Courses: How the Online Environment Shapes Writing and Practice examines both
the theoretical and practical implications of writing in online courses. The essays in this collection
reflect upon what the authors have learned about the synergistic way that writing helps to shape
online instruction and how online instruction helps to shape the writing process. While many
educators continue to question the reasons for teaching online, these essays demonstrate the useful
ways in which it enhances and informs student writing and learning. From the vantage point of
different disciplines, the authors examine how the writing process is revealed and changed when it
is placed at the center of an online learning environment. These scholars and practitioners attest to
the multiple ways that teaching online has enabled them to rethink how writing functions in their
classes, allowing them to pursue educational goals and student outcomes that may have been more
difficult or even impossible to pursue in the traditional classroom. Perfect for courses in: Writing and
Emerging Technologies, English Online, Topics in Composition and Rhetoric, Approaches to
Teaching Writing, Technology in the Classroom, Educational Technology for Teaching and Learning,
Foundations of Distance Education, Composition Theory, Introduction to Rhetoric and Composition,
Writing and the Teaching of Writing.

free business writing courses online: Social Smarts Strategies That Earn Free Book
Publicity Anne Hart, 2006-03 Empathy and social smarts help you earn free book publicity by
connecting you with key people, media, schools, and the publications of nonprofit agencies. As a
writer, you can promote your own book and earn free book publicity by connecting key people,
media, and nonprofits' newsletters with schools. Social intelligence used in book promotion is like a
three-ring circus. Use empathy, that is people smarts, as a catalyst to bring together schools,
nonprofit agencies, and authors. Observe, simplify, and offer commitment as charisma. Query
editors of nonprofit publications. These nonprofit agencies often publish high-circulation newsletters
and sometimes also publish sizable, glossy magazines. Some produce videos or documentaries. To
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connect with the nonprofit agencies' editors, use your social intelligence skills to make connections
in the nonprofit agencies' public relations and communications departments. Join public relations
societies, national associations, and help out the nonprofit agencies or organizations of your choice
focusing on what gets published in their magazines or newsletters. If you want to earn free publicity
for your book, supply these editors with facts, findings, and trends. Bring the nonprofits in contact
with schools. When you talk to school assemblies or classrooms, relate your book topic to any
specific work or project done by a nonprofit association for whom you could write an article for that
association's newsletter or glossy magazine. Use social intelligence to connect to people. What you
need to earn free publicity is self-awareness and an understanding of how the main topic of your
book influences your own behavior and how others perceive your behavior.

free business writing courses online: Business Writing with Al For Dummies Sheryl
Lindsell-Roberts, 2024-07-03 Learn how to generate high quality, business documents with AI This
essential guide helps business writers and other professionals learn the strengths and weaknesses of
Al as a writing assistant. You'll discover how Al can help you by chopping through writer's block,
drafting an outline, generating headlines and titles, producing meaningful text, maintaining
consistency, proofreading and editing, and optimizing content for search engines. Employees in all
industries spend enormous amounts of energy writing, editing, and proofreading documents of all
kinds. Now, you can improve your efficiency and boost the quality of your work, thanks to Al writing
tools like ChatGPT, Jaspar, Grammarly, and beyond. With clear instructions and simple tips,
Business Writing with AI For Dummies guides you through the process of using Al for common
business writing tasks. Produce high quality, specialized writing quicker and at a lower cost Use Al
to draft business-related content like emails, articles, business plans, grant proposals, bios, websites,
and many others Incorporate Al into your writing process to make your workday more efficient Take
advantage of Al so you can focus your human creativity on going beyond the basics For business
professionals facing tight deadlines or large volumes of writing tasks, this easy-to-use Dummies
guide will be a game changer.

free business writing courses online: The Remote Worker's Handbook The Staff of
Entrepreneur Media, Jason R. Rich, 2023-03-14 Upgrade your office to anywhere in the world!
Remote work offers more flexibility, autonomy, and freedom in the modern workspace while you
continue to climb the corporate ladder. With top companies like Apple, Amazon, UnitedHealth Group
and more adapting to the hybrid-remote model, you have the power to make your career goals fit
your lifestyle. Curate your ideal home-office or take your life on the road- limitless options, limitless
potential. Learn what it takes to become a successful remote worker, with all the tips of the trade
detailed in The Remote Worker’s Handbook. Jason R. Rich and the experts at Entrepreneur help you
build the necessary skill set to make transitioning to remote work a walk in the park, so you can take
that actual walk in the park. Using this comprehensive guide, you'll discover: Time-management and
collaboration applications to keep yourself organized The key to adapting your home-office or shared
workspace Tools to navigate the cloud, virtual calendars, and the wide variety of free services
available Software and technology exclusive to the remote worker Experience the freedom and
flexibility of remote work and take your career to the next level with The Remote Worker’s
Handbook.

free business writing courses online: Academic and Business Writing Maggie Sokolik, What
characterizes academic writing and business writing? What are the differences between the two
genres? Where do they intersect? This book offers an overview of the features of both styles of
writing, as well as opportunities to improve your writing skills in a wide variety of contexts. This
book was written to accompany the free online course of the same name, the second of two courses
offered by the College Writing Programs of the University of California, Berkeley, through edX.org.
For students in the course, this book offers additional ways to practice writing, editing, and
reviewing the materials. However, the materials here are independent of the course, and function as
an effective study of academic and business writing.

free business writing courses online: Start Your Own Freight Brokerage Business The



Staff of Entrepreneur Media, 2017-07-11 GET PAID TO COORDINATE With 70% of all manufactured
and retail goods transported by truck in the U.S., it’s the perfect time to broker your own share of
this $700 billion transportation industry. Learn to apply your time management and communication
skills as you pair shippers and carriers to move cargo and make money in the process—straight from
your home. The experts of Entrepreneur equip you with the knowledge you need to start your own
business, manage day-to-day operations, prepare for minute-by-minute changes, and tackle
unexpected challenges in freight transportation. You’ll learn how to: Gain the right training and
education before you get started Set competitive rates, craft professional quotes and manage
collections Get bonded and certified to meet industry requirements Manage delays, damage claims,
and cargo loss effectively Find and build relationships with reliable carriers Track and manage your
daily financials, sales and operations Organize your business with sample checklists, worksheets,
and contracts Plus, gain new insider tips from industry experts including founders of Brooke
Transportation Training Solutions and AGT Global Logistics. Whether you want to be your own boss,
work from nearly anywhere, or capitalize on this stable, multibillion-dollar industry, freight
brokerage business is for you. Use this book to get started today!

free business writing courses online: Business Writing Today Natalie Canavor, 2022-10-21
Business Writing Today: A Practical Guide, Fourth Edition prepares students for success in the
business world by giving them the tools they need to write powerfully, no matter the situation. In
this highly practical text, author Natalie Canavor shares step-by-step guidance and tips for writing
more clearly and strategically. Readers will learn what to say and how to say it in any medium from
tweets and emails to proposals and formal reports. Every technique comes with concrete examples
and practice opportunities, helping students transfer their writing skills to the workplace.

free business writing courses online: The McGraw-Hill 36-Hour Course in Business Writing
and Communication, Second Edition Kenneth W. Davis, 2010-03-19 Supercharge your writing skills .
.. by the end of the week! In the workplace, your writing speaks volumes about you. Whether you're
crafting a three-line message or a 300-page report, you need to write in a polished, professional
way—regardless of your position or profession. The McGraw-Hill 36-Hour Course in Business
Writing and Communication puts you on the fast track to becoming a strong, persuasive business
writer. Complete with exercises, self-tests, and an online final exam, this multifaceted business
writing “course” teaches you how to: SEIZE READERS’ INTEREST INSTANTLY ELIMINATE
NONSPECIFIC WORDS AND PHRASES MANAGE CROSS-CULTURAL WRITING CRAFT
COMPELLING ONLINE COPY CREATE POWERFUL PRESENTATIONS Present yourself at the top of
your game in every e-mail, memo, report, and presentation with The McGraw-Hill 36-Hour Course in
Business Writing and Communication!

free business writing courses online: Learn Good Business Writing and Communication
(Collection) Natalie Canavor, Claire Meirowitz, Stephen R. Covey, 2013-08-08 The Truth About the
New Rules of Business Writing shows you how to master the art of effective business communication
replacing the old standards of jargon, pomposity, and grammar drills with a simple, quick, and
conversational writing style. Authors Natalie Canavor and Claire Meirowitz demonstrate how to plan
and organize your content, make your point faster, tell your readers what's in it for them, construct
winning documents of every kind--print, electronic, and even blog entries and text messages! The
Truth about the New Rules of Business Writing brings together the field's best knowledge and shows
exactly how to put it to work. With an aha on every page, it presents information in a clear,
accessible style that's easy to understand and use. Written in short chapters, it covers the entire
field, cuts to the heart of every topic, pulls back the curtain on expert secrets, and pops the bubble
of commonly-held assumptions. Simply put, this book delivers easy, painless writing techniques that
work. ¢ FranklinCovey Style Guide: For Business and Technical Communication can help any writer
produce documents that achieve outstanding results. Created by FranklinCovey, the world-renowned
leader in helping organizations enhance individual effectiveness, this edition fully reflects today's
online media and global business challenges. The only style guide used in FranklinCovey's own
renowned Writing AdvantageTM programs, it covers everything from document design and graphics




to sentence style and word choice. This edition includes extensive new coverage of graphics, writing
for online media, and international business English.

free business writing courses online: How to Publish in Womenys Studies, Menys
Studies,Policy Analysis, &Family History Research Anne Hart, 2007-04-16 Apply these
strategies: How to Publish in Women's Studies, Policy Analysis, & Family Issues. How to Earn a
Practical Living Applying Women's Studies & Family Research to Business Writing or Corporate
Communications Training. Organizing, Designing, & Publishing Life Stories, Issues in the News,
Current Events, and History Videos, Board/Computer Games, Scripts, Plays, and Books. How do you
start your own Women's Studies policy analysis writing and communications business? How do you
earn income using practical applications of Publishing/Producing, Women's Studies, Current Events,
or Family History Issues Research and Writing in the corporate world? How do you train executives
to better organize writing and interpersonal communications skills? What specific projects would
you use to organize communications, publish your research, or train others? Use these vital
platforms of social history to start 25 business and creative writing or publishing enterprises. Apply
practical communications. Organize and improve communication and publishing projects in the
corporate world or academia. Open 25 different types of writing, publishing, or production
businesses. Train executives and entrepreneurs in how women's and men's studies, family history,
and current issues in the news relate to business writing, creative concepts, producing multimedia,
and training others in interpersonal communications or policy analysis.

free business writing courses online: Freight Brokerage Business The Staff of
Entrepreneur Media, Inc., 2017-07-15 Start a Freight Brokerage Business Today The experts at
Entrepreneur provide a two-part guide to success. First, learn how you can start a successful freight
brokerage business right from your home. Then, master the fundamentals of business startup
including defining your business structure, funding, staffing and more. This kit includes: * Essential
industry-specific startup essentials including industry trends, best practices, important resources,
possible pitfalls, marketing musts, and more * Entrepreneur Editors’ Start Your Own Business, a
guide to starting any business and surviving the first three years ¢ Interviews and advice from
successful entrepreneurs in the industry * Worksheets, brainstorming sections, and checklists ¢
Entrepreneur’s Startup Resource Kit (downloadable) More about Entrepreneur’s Startup Resource
Kit Every small business is unique. Therefore, it’s essential to have tools that are customizable
depending on your business’s needs. That’s why with Entrepreneur is also offering you access to our
Startup Resource Kit. Get instant access to thousands of business letters, sales letters, sample
documents and more - all at your fingertips! You'll find the following: The Small Business Legal
Toolkit When your business dreams go from idea to reality, you're suddenly faced with laws and
regulations governing nearly every move you make. Learn how to stay in compliance and protect
your business from legal action. In this essential toolkit, you’ll get answers to the “how do I get
started?” questions every business owner faces along with a thorough understanding of the legal
and tax requirements of your business. Sample Business Letters 1000+ customizable business
letters covering each type of written business communication you're likely to encounter as you
communicate with customers, suppliers, employees, and others. Plus a complete guide to business
communication that covers every question you may have about developing your own business
communication style. Sample Sales Letters The experts at Entrepreneur have compiled more than
1000 of the most effective sales letters covering introductions, prospecting, setting up appointments,
cover letters, proposal letters, the all-important follow-up letter and letters covering all aspects of
sales operations to help you make the sale, generate new customers and huge profits.

free business writing courses online: Teaching Business, Technical and Academic
Writing Online and Onsite Sarbani Sen Vengadasalam, 2021-06-02 This book grows out of the
insights and proficiencies gained through teaching undergraduate and graduate students in onsite,
online, and blended formats for almost three decades. Using a practitioner focus, it proffers best
practices utilized and validated during the process of successfully instructing students in writing
their scientific or technical proposals, professional or business reports, and academic papers or



doctoral dissertations at premier American universities. The book guides facilitators through
syllabus creation, discussion management, and open educational resources use, while specifically
offering strategies and support to the underserved online writing teachers who utilize multimedia
materials and virtual discussions in learning management systems to reach out to students. Also,
insider insights and specialist knowledge on using visual creation tools and open educational
resources are shared. The text is a must-have handbook for undergraduate and graduate teachers,
and particularly fills the need for a helpful sourcebook for remote teaching in a post-COVID world.

free business writing courses online: The Smart Guide to Business Writing ,

free business writing courses online: Writers' & Artists' Yearbook 2017 Bloomsbury
Publishing, 2016-07-28 This bestselling guide to all areas of publishing and the media is completely
revised and updated every year. The Yearbook is packed with advice, inspiration and practical
guidance on who to contact and how to get published. New articles in the 2017 edition on: Stronger
together: writers united by Maggie Gee Life writing: telling other people's stories by Duncan Barrett
(co-author of the Sunday Times bestseller GI Brides) The how-to of writing 'how-to' books by Kate
Harrison (author of the 5:2 Diet titles) Self-publishing Dos and Dont's by Alison Baverstock The Path
to a bestseller by Clare Mackintosh (author of the 2015 Let Me Go) Getting your lucky break by
Claire McGowan Getting your poetry out there by Neil Astley (MD and Editor at Bloodaxe Books)
Selling yourself and your work online by Fig Taylor Then and now: becoming a science fiction and
fantasy writer - Aliette de Bodard Writing (spy) fiction - Mick Herron Making waves online - Simon
Appleby All articles are reviewed and updated every year. Key articles on Copyright Law, Tax,
Publishing Agreements, E-publishing, Publishing news and trends are fully updated every year. Plus
over 4,000 listings entries on who to contact and how across the media and publishing worlds In
short it is 'Full of useful stuff' - J.K. Rowling Foreword to the 2017 edition by Deborah Levy.

free business writing courses online: Children's Writer's and Illustrator's Market 2020 Amy
Jones, 2019-11-30 If you're a writer or an illustrator for young readers and your goal is to get
published, Children's Writer's & Illustrator's Market 2020 is the resource you need.

free business writing courses online: Business Writing For Innovators and Change-Makers
Dawn Henwood, 2020-07-24 Business Writing for Innovators and Change-Makers will empower you
to build your confidence as a communicator, strengthen your brand, and increase your impact with
your customers and clients. Business Writing for Innovators and Change-Makers is a writing
guidebook with street-smarts. It recognizes the unique communication challenges entrepreneurs
face and offers clear action steps for tackling them. As an entrepreneur with a pioneering product or
service to offer the world, you can’t rely on cookie-cutter communication templates to get your
meaning across. You need a set of writing strategies that are quick to implement and easy to adapt
to a wide variety of communication situations, from emails to pitch decks. Dawn Henwood provides a
simple, flexible approach to writing that will open your eyes to the subtle ways written
communication can engage and motivate your target audience. Whether you are just starting your
business or scaling up to the next level of success, you'll find Dawn’s straightforward teaching just
the help you need to make your message heard. Business Writing for Innovators and Change-Makers
will empower you to build your confidence as a communicator, strengthen your brand, and increase
your impact with your customers and clients.

free business writing courses online: Ultimate Guide to Business Writing Julian
Maynard-Smith, 2021-03-15 The Ultimate Guide to Business Writing is a comprehensive guide on
how to write any kind of business document. Written clearly in an engaging voice, it explains in
depth the whole process: from determining objectives to establishing readers’ needs, conducting
research, outlining, and designing a template; to writing the first draft; to editing for meaning,
accuracy, concision, style and emotional impact; to creating glossaries and indices; to proofreading
and working with reviewers. The book also explains how to exploit the psychology of perception and
motivation, collaborate effectively with business colleagues, manage documents holistically across
an organisation, and deal with the other everyday practicalities of managing knowledge in a
corporate environment. Every section of the book is packed with questions to stimulate thinking and



generate meaningful answers, and dozens of examples of what works and why. The book’s also rich
in practical examples drawn from real life, anecdotes, humour, and visual aids. But the advice isn’t
just practical and anecdotal: it’s also rigorously supported by scientific evidence from notable
linguists and psychologists such as Steven Pinker, Daniel Goleman and Yellowlees Douglas. And
anyone keen to explore further will benefit from the bibliography and links to videos and other
online resources. The book is ideal not just for professional business writers, such as editors,
technical writers, copywriters and creative directors; it’s also suitable for anyone whose job requires
them to write, whether it’'s something as simple as an email or as complex as a set of policies or a
handbook.

free business writing courses online: Style Guide for Business Writing Michael C.
Thomsett, 2018-04-09 Style guides come in many shapes and sizes, usually focused toward scientific
or academic use only. However, business writing is a space occupied by many individuals that has
not been given the attention it deserves. The Style Guide for Business Writing, Second Edition, is
designed specifically to assist business writers in both the public and private sector, including those
publishing with English as a second language; authors of academic papers; business book authors;
financial journalists; and writers of reports, proposals or even just e-mail and memoranda. This book
provides a comprehensive guide to clear and precise writing that will help develop basic
communication skills for the beginner, and refresh the basics for the experienced business writer.
Major topics are arranged alphabetically and the cross references and index enable quick and easy
access to information. Michael C. Thomsett is a market expert, author, speaker, and coach. His many
books include Stock Market Math, Candlestick Charting, The Mathematics of Options, and A
Technical Approach to Trend Analysis.
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