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business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide is more than just a phrase; it
encapsulates the essential tool that top executives rely on every day. Whether you’re drafting an
important email, preparing a presentation, or engaging in high-stakes negotiations, mastering
business grammar and style is crucial to communicate with clarity, professionalism, and impact. This
article explores why business grammar style usage remains the go-to desk reference for articulate
and polished business communication, shedding light on its significance, best practices, and how it
continues to shape executive communication across the globe.

Why Business Grammar Style Usage Matters in
Executive Communication

In the fast-paced world of business, every word counts. Executives often face the challenge of
conveying complex ideas succinctly while maintaining a tone that is both authoritative and
approachable. This is where business grammar style usage steps in as the indispensable guide. It
ensures that the language used is not only grammatically correct but also stylistically appropriate for
the business environment.

When executives pay attention to grammar and style, they reduce the risk of misunderstandings,
enhance their credibility, and build stronger relationships with colleagues, clients, and stakeholders.
In fact, polished business writing can be a competitive advantage, signaling professionalism and
attention to detail that are highly valued in corporate settings.

The Role of Desk References in Shaping Business
Communication

Desk references like style guides and grammar manuals serve as trusted companions for executives,
editors, and business writers alike. These resources offer clear rules and examples that help maintain
consistency in writing and speaking—a critical factor in branding and corporate identity.

Among the many guides available, those focusing on business grammar and style stand out because
they are tailored specifically for the nuances of corporate communication. They address common
pitfalls, such as jargon misuse, tone inconsistency, and sentence structure errors, providing solutions



that elevate the overall quality of business documents and speeches.

Key Features of the Most Used Desk Reference for
Business Grammar and Style

What makes a business grammar style guide the most used and trusted? Several features contribute
to its widespread adoption among executives worldwide:

1. Comprehensive Coverage of Grammar and Style Rules

A top-tier reference covers a broad spectrum of topics including punctuation, sentence construction,
verb usage, tone, and professional etiquette. It also delves into specifics like email etiquette, report
writing, and speech crafting, all tailored for the business context.

2. Practical Examples and Clear Explanations

Executives appreciate guides that don’t just list rules but explain why they matter and offer examples
that mirror real-life business scenarios. This practical approach makes it easier to apply the rules
correctly when writing proposals, memos, or delivering presentations.

3. Emphasis on Clarity and Conciseness

In business, time is money. The most used desk references prioritize clarity and brevity, helping
executives express ideas succinctly without sacrificing meaning or professionalism. They promote
eliminating unnecessary words and avoiding ambiguous language.

4. Adaptability to Global Business Environments

Given the international nature of modern business, effective communication must cross cultural and
linguistic boundaries. Leading grammar style references incorporate guidance on tone, formality, and
language variations to suit diverse audiences.

How Executives Benefit from Using Business Grammar
Style References

The advantages of having a reliable grammar and style reference at hand extend beyond just writing
better emails or reports. Here’s how executives leverage these tools for greater professional success:



Enhancing Persuasion and Influence

Well-crafted messages carry more persuasive power. When executives use precise language and
polished style, their arguments come across as more credible and compelling, whether they’re
pitching ideas or negotiating deals.

Improving Team Communication and Collaboration

Consistent grammar and style standards foster clearer internal communication. This reduces errors,
misunderstandings, and the need for repeated clarifications, thereby boosting productivity and
morale.

Building a Professional Brand

Every piece of communication contributes to an executive’s personal brand and the organization’s
reputation. Adhering to impeccable grammar and style reflects professionalism and attention to detail
that stakeholders notice and respect.

Supporting Non-Native English Speakers

Many multinational companies employ executives whose first language isn’t English. A trusted desk
reference helps these leaders navigate complex language rules and idiomatic expressions, ensuring
their communication remains polished and effective.

Tips for Mastering Business Grammar Style Usage in
Your Daily Work

Integrating the principles of business grammar style usage into everyday communication doesn’t
have to be daunting. Here are some practical tips to keep your writing and speaking sharp:

Keep sentences clear and concise: Avoid overly complex constructions that can confuse
readers or listeners.

Use active voice: Active sentences tend to be more direct and engaging than passive ones.

Be mindful of tone: Adjust your language formality depending on your audience while
maintaining professionalism.

Proofread carefully: Double-check your work for grammar errors, punctuation mistakes, and
awkward phrasing.



Leverage style guides: Refer to your trusted desk reference regularly, especially when in
doubt about specific rules or conventions.

Practice makes perfect: Regular writing and speaking exercises help reinforce good habits
and improve fluency.

Utilizing Technology Alongside Traditional Desk References

While traditional grammar style manuals remain invaluable, many executives complement them with
digital tools. Grammar checking software, style analyzers, and writing assistants can catch errors and
suggest improvements in real-time, accelerating the editing process. However, these tools should be
used to supplement—not replace—the foundational knowledge gained from authoritative desk
references.

The Evolution and Future of Business Grammar Style
Usage

Business grammar and style guides have evolved significantly over the years. Early manuals were
rigid and formal, often emphasizing strict adherence to archaic rules. Today’s references embrace a
more flexible, audience-centered approach that balances correctness with readability and tone.

As remote work and digital communication grow, new challenges emerge—such as writing for chat
platforms, video scripts, and social media. The most used desk references continue to adapt,
integrating guidance on these modern communication formats while preserving the core principles of
clarity, professionalism, and effectiveness.

Executives who stay updated with these evolving standards maintain a competitive edge, ensuring
their messages resonate across multiple channels and cultures.

---

In the end, business grammar style usage is not just about rules; it’s about empowering executives to
communicate confidently and effectively. The desk reference trusted by leaders worldwide serves as
both a compass and a toolkit—guiding every word and phrase toward greater impact. Whether you
are a seasoned executive or an aspiring business professional, embracing these principles will
undoubtedly enhance your ability to articulate ideas clearly and leave a lasting impression.

Frequently Asked Questions

What is 'Business Grammar Style Usage' and why is it



important for executives?
'Business Grammar Style Usage' is a comprehensive desk reference that guides executives on
articulate and polished business writing and speaking. It is important because it helps professionals
communicate clearly, effectively, and professionally in the business environment.

Who is the primary audience for 'Business Grammar Style
Usage'?
The primary audience includes executives, business professionals, managers, and anyone involved in
corporate communication who seeks to improve their grammar, style, and overall communication
skills.

How does 'Business Grammar Style Usage' enhance business
communication?
It provides practical rules, examples, and tips on grammar, style, and usage tailored specifically for
business contexts, enabling users to craft messages that are clear, concise, and impactful.

What makes 'Business Grammar Style Usage' a preferred desk
reference worldwide?
Its comprehensive coverage, relevance to business scenarios, easy-to-understand explanations, and
focus on polished communication make it a trusted resource for executives globally.

Can 'Business Grammar Style Usage' be used for both writing
and speaking improvement?
Yes, the guide addresses both written and spoken communication, offering guidance on grammar,
tone, and style that help executives articulate their ideas effectively in meetings, presentations, and
correspondence.

How often is 'Business Grammar Style Usage' updated to
reflect current business communication trends?
The reference is regularly updated to incorporate evolving language usage, business jargon, and
communication best practices, ensuring it remains relevant and useful for modern executives.

Additional Resources
Business Grammar Style Usage: The Most Used Desk Reference for Articulate and Polished Business
Writing and Speaking by Executives Worldwide

business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide has become an indispensable tool in
the corporate world. As globalization intensifies and communication channels multiply, executives



demand clarity, precision, and professionalism in their written and spoken communications. This
demand has propelled certain grammar and style guides to the forefront, becoming essential
references that shape how business leaders convey their messages effectively. Among these, the
prominence of authoritative desk references tailored specifically to business contexts has grown
significantly, reflecting a strategic shift toward enhanced linguistic standards in the corporate
environment.

The Evolution and Importance of Business Grammar
Style Usage

In the past, general English grammar manuals sufficed for most professional communications.
However, the nuances of business language—ranging from tone, formality, jargon, to the structure of
proposals and reports—require specialized guidance. Business grammar style usage the most used
desk reference for articulate and polished business writing and speaking by executives worldwide
addresses this gap, offering tailored advice that aligns with the unique demands of corporate
communication.

The importance of such references is underscored by studies on workplace communication
effectiveness. According to a 2023 survey by the International Association of Business Communicators
(IABC), 78% of executives reported that clear and grammatically correct communication was critical
to decision-making efficiency and team alignment. This data highlights why a desk reference that
consolidates grammar rules, stylistic recommendations, and business-specific usage norms is
invaluable for leaders who must uphold professional standards consistently.

Key Features of the Leading Business Grammar Style
Desk References

An effective business grammar style guide goes beyond traditional grammar rules. It incorporates
elements that specifically enhance the clarity and impact of business writing and speaking. The most
widely used desk references for executives typically share the following features:

1. Comprehensive Grammar and Syntax Rules

These guides provide clear explanations of grammar tailored for business contexts. For example, they
clarify the correct use of tenses when writing financial reports, or the importance of parallel structure
in persuasive business proposals. Such specificity helps executives avoid common pitfalls that can
undermine credibility.

2. Style and Tone Guidelines

Business communication often requires a balance between professionalism and approachability. The



desk references emphasize tone modulation, helping writers and speakers choose language that is
formal yet engaging, direct but courteous. This guidance is vital for crafting emails, presentations,
and speeches that resonate with diverse audiences.

3. Practical Examples and Templates

Real-world examples and templates make these references particularly user-friendly. Executives can
quickly find model sentences for crafting emails, memos, or reports, saving time while ensuring
adherence to best practices. This feature supports consistent messaging across large organizations.

4. Integration of Contemporary Business Vocabulary

Language in business evolves rapidly, influenced by technology, globalization, and industry trends.
The most popular desk references include up-to-date terminology and advise on appropriate usage,
helping executives stay current and credible.

Comparative Overview: Business Grammar Style
Guides vs. General Usage Manuals

While general grammar manuals like “The Elements of Style” or “Garner’s Modern English Usage”
remain valuable for foundational knowledge, they often lack the business-specific focus that
executives require. In contrast, business grammar style usage the most used desk reference for
articulate and polished business writing and speaking by executives worldwide caters directly to the
needs of corporate communicators.

Contextual Relevance: Business style guides focus on scenarios such as boardroom
presentations, client correspondence, and internal communications.

Conciseness and Clarity: Emphasis on brevity and directness aligns with executives’
preference for efficient communication.

Industry-Specific Language: Inclusion of jargon and terminology relevant to sectors like
finance, marketing, and technology.

This specialization makes business-specific references more practical for the fast-paced corporate
environment where precision and professionalism are paramount.

The Role of Business Grammar Style Usage in



Executive Communication

Executives are often the face of their organizations, and their ability to articulate ideas clearly
influences stakeholder confidence and organizational reputation. Business grammar style usage the
most used desk reference for articulate and polished business writing and speaking by executives
worldwide serves as a benchmark for this communication excellence.

Enhancing Written Communication

Emails, proposals, reports, and press releases all benefit from adherence to a recognized business
style. Misplaced commas, ambiguous phrasing, or inconsistent formatting can distract or confuse
readers, reducing the impact of the message. These desk references provide the rules and examples
to avoid such errors, helping executives present information with clarity and authority.

Refining Verbal Communication

Beyond writing, polished speaking is crucial in meetings, negotiations, and public engagements. The
guides often include advice on sentence rhythm, word choice, and the avoidance of filler words,
enabling executives to speak more persuasively and confidently.

Challenges and Considerations in Adopting Business
Grammar Style Usage

Despite widespread adoption, some challenges remain. One notable issue is balancing strict
adherence to grammar rules with the need for a natural, conversational tone. Overly rigid application
can sometimes result in stilted communication that alienates audiences.

Moreover, the global nature of business means that executives must navigate linguistic diversity.
Business grammar style usage the most used desk reference for articulate and polished business
writing and speaking by executives worldwide often recommends adaptable guidelines that account
for cultural differences in communication styles, thus fostering inclusivity.

Digital Adaptation and Accessibility

With the rise of digital communication platforms, the desk references have evolved to include
guidance on writing for emails, social media, and virtual meetings. This adaptability ensures
relevance in an era where corporate communication transcends traditional formats.



Why Executives Prefer Established Desk References

The credibility of a grammar style guide comes from its longstanding reputation, thoroughness, and
practical applicability. Executives gravitate toward references that:

Offer consistent, authoritative rules and recommendations.1.

Support quick consultation during time-pressured situations.2.

Provide clarity that enhances professional image and prevents misunderstandings.3.

These factors contribute to business grammar style usage the most used desk reference for articulate
and polished business writing and speaking by executives worldwide being a staple on office desks
from New York to Tokyo.

Business grammar style usage the most used desk reference for articulate and polished business
writing and speaking by executives worldwide remains a cornerstone in the pursuit of communication
excellence. As the business landscape continues to evolve, so too will the demands on language
proficiency, ensuring these references retain their critical role in shaping effective leadership
communication.

Business Grammar Style Usage The Most Used Desk Reference
For Articulate And Polished Business Writing And Speaking By
Executives Worldwide

  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Write Like a Pro Carl Hausman,
2016-03-28 For those looking to become great business writers, this practical guide supplies clear
instruction and examples of how to organize thoughts into written form, impart information with
pinpoint accuracy, persuade, and hold the reader's interest: in short, to use language to get what
you want. In today's business world, writers need to be prepared and comfortable with various forms
of writing: reports, blogs, social media, white papers. Written by an established expert on writing
and communication, journalism professor Carl D. Hausman, Write Like a Pro: Ten Techniques for
Getting Your Point Across at Work (and in Life) can make you a better writer, regardless of your
experience and current skill level; and will teach you how to vastly improve your written
communication through a straightforward, easy-to-follow method. This book doesn't just cover the
essential mechanics of good writing; it focuses on developing the more subtle skills of infusing your
writing with eloquence, power, accuracy, and persuasiveness—and it shows readers how to achieve
those qualities with no-nonsense advice. The information is highly accessible, sometimes amusing,
and replete with memorable examples that demonstrate what works and teaches a strategy for
solving any writing problem. It is essential reading for anyone who wants to write effectively, in any
form, from emails to complaint letters to social media.
  business grammar style usage the most used desk reference for articulate and polished
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business writing and speaking by executives worldwide: Adviser Secrets How to Become a
Top Performer Dennis Sommer, 2008-09 In today's fast paced changing business world,
professionals must work smarter than ever to improve their performance. What worked in the past
doesn't work today. Clients are more knowledgeable and demanding. Competitors are more
aggressive and cutthroat. Technical mastery of your vocation will only take you as far as an average
performer. Within the pages of this book, the author reveals a revolutionary approach called the
Adviser Success Model and walks the reader step-by-step through 13 of the most important
communication skills used by top performers. As a top performer you will: earn more money; get
that new job or promotion; increase your client base; close more deals; increase your gross sales
revenue; improve your profit margin; retain clients for life; and much more. This book is intended for
business owners, consultants, sales and service professionals who serve clients on a daily basis.
Traditionally these are outside clients (sometimes they may be referred to as customers in your
organization). Recently I've also found tremendous success implementing the art of client
communication with professionals working with internal clients, that is those professionals who
provide services for others within the same organization. It doesn't matter where you fit in the above
description. The tips and techniques I provide will help you become a master communicator and top
performer in your profession. I will focus on the most critical communication skill areas and provide
you with successfully proven techniques. This book will cover: Questioning - How to ask powerful,
smart and insightful questions Listening - How to become an effective listener Objection Handling -
How to eliminate client objections and resistance Preparing A Presentation - How to inspire and
motivate an audience Delivering A Presentation - How to persuade your client to your
recommendations Planning A Meeting - How to plan the most effective meeting Facilitating A
Meeting - How to run the most effective meeting Words and Stories - How to use words and stories
to get your point across The Written Word - How to utilize the most overlooked written
communication Memos And Reports - How to develop powerful reports and memos Gatekeeper
Barriers - How to get client gatekeepers to help you win Self Promotion - How to promote yourself to
the top of your profession Household Name - How you can become a household name in your
industry Although there have been books published on many of these topics in the past, this book
contains new approaches that focus on the critical client and business challenges you are facing
today. The primary goal and objective of this program is to help you build your foundation for
becoming a top performer in your profession.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: FYI Michael M. Lombardo, Robert W.
Eichinger, 2009 For learners, managers, mentors, and feedback givers.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Business Grammar, Style, & Usage
Alicia Abell, 2003
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Business Grammar, Style & Usage
Alicia Abell, 2003 Focusing on the art of business writing and speaking--based on how executives
actually write and speak--this text's topics include misused punctuation and spelling, misused terms,
and the top ten rules for writing and speaking articulately.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Backpacker , 2007-09 Backpacker
brings the outdoors straight to the reader's doorstep, inspiring and enabling them to go more places
and enjoy nature more often. The authority on active adventure, Backpacker is the world's first
GPS-enabled magazine, and the only magazine whose editors personally test the hiking trails,
camping gear, and survival tips they publish. Backpacker's Editors' Choice Awards, an industry
honor recognizing design, feature and product innovation, has become the gold standard against
which all other outdoor-industry awards are measured.
  business grammar style usage the most used desk reference for articulate and polished



business writing and speaking by executives worldwide: Macworld , 1993
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Business English Writing Masterclass
International School, 2021-01-08
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: The AMA Handbook of Business
Writing Kevin Wilson, Jennifer Wauson, 2010 Previous Edition 9780763773151
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: The Business Style Handbook: An
A-to-Z Guide for Writing on the Job with Tips from Communications Experts at the Fortune 500
Helen Cunningham, Brenda Greene, 2002-02-12 In the everyday work world, most professionals are
on their own when it comes to writing reports, memos, proposals, and other necessary
correspondence. The Business Style Handbook is a practical and comprehensive guide that focuses
specifically on the writing issues that frequently arise on the job. Insights and feedback from
Fortune 500 communications executives provide tips and advice on improving writing style and
effectiveness, while more than 1,200 alphabetized entries cover the essentials of style and usage,
grammatical concepts, and more.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Executive Writing Harriet Diamond,
Marsha Fahey, Linda Toglia, 1997 Writing precisely and clearly in business communications is a
challenge for anyone, but particularly for non-native speakers of English. This book teaches
professionals and non-professionals how to polish their business writing skills. -- Teaches which
American writing styles and techniques to use -- and those to avoid. -- Provides practice exercises
that focus on editing skills as well as troublesome basics (verb use, pronouns, prepositions, articles,
and punctuation). -- Includes writing examples from a variety of professions, along with a glossary of
commonly used American idioms.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Writing Well for Business Success
Sandra E. Lamb, 2015-09 So much of success in business depends on writing well. From résumés to
reports, proposals to presentations,Writing Well for Business Success will help you communicate
your ideas clearly, quickly and effectively. It will help you distill your message into a well-targeted
statement and ace the elements of style. You'll learn to write what you want to say in emails,
business plans and more while mastering the tricks of editing yourself. Presented in author Sandra
Lambs lighthearted and easy accessible style, this little book is an essential desk reference guide for
the modern working world.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Essential Grammar for Business Ellen
Jovin, 2019-11-21 Reliable, authoritative, and designed to ease grammar anxiety! Words are the
currency of every business transaction. They persuade, inspire, educate, and clarify. Essential
Grammar for Business offers guidance to professionals perplexed by proper comma placement,
dangling modifiers, or the difference between who and whom. With a better understanding of the
building blocks, readers will be better equipped to focus on the other ingredients of good business
writing such as content, clarity, and style. This book is fun, fast-paced, and easy to use.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: 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.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Grammar for Business with Audio
CD Michael McCarthy, Jeanne McCarten, 2009-11-26 Essential grammar reference and practice for
anyone using English in a business context. Grammar for Business is a must-have for intermediate
business students and anyone using English in the workplace. It provides clear explanations and
authentic practice of the most essential language used in business English. Designed to help you
improve your communication skills in real business situations, it includes a unique focus on spoken
as well as written grammar, and practical tips on areas such as organising presentations,
negotiating and giving your opinion. Ideal for classroom use and self study.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: The Advanced Business English Guide:
How to Communicate Effectively at The Workplace and Greatly Improve Your Business Writing Skills
Christopher Hill, What is Business English? The term “ Business English ” can have different
meaning for different people. For some, it focuses on vocabulary and topics used in the worlds of
business, trade, finance, and international relations. For others it refers to the communication skills
used in the workplace, and focuses on the language and skills needed for typical business
communication such as presentations, negotiations, meetings, socializing, correspondence, report
writing, and a systematic approach. Have you ever wondered how you can improve business writing
such as proposal, presentation drafts, emails, or report? Do you want to stop making avoidable
mistakes during your business speeches or are you having challenges speaking professionally? If you
answer yes to these questions, then this book will greatly enhance the way you Speak and Write at
workplaces or in office environments. In this book, You will be learning how to communicate
effectively in English in a professional context. You will be expanding your English vocabulary,
improve your ability to write and speak in both social and professional interactions, and learn
terminology and skills that you can apply to business negotiations, telephone conversations, written
reports, emails, and presentations.This book is written to bridge the gap between the general
English and the specialized business English that you need for career advancement. You will be
learning how to negotiate your potential clients and learning how to convey ideas to your colleagues
or business executives in a much more effective way. New terms and phrases will also be used in
different business environment, such as: • Meetings • During presentation • Briefings and • Public
speaking • Interviews Also, you will learn the basic rules for engaging in business writing, which
includes: • Letter writing • Email writing • Drafting of presentations • Proposal writing Every rules
and guideline given in this book is practical and easy to follow. If you are purchasing “The Advanced
Business English Guide” Today, you will be also getting 2 BONUS Chapters on How to Ace your
Interview + How to get a Promotion and a Raise. It’s time to advance your career and start the
journey to improve your Business English skills. You will make significant changes to the way you
communicate. You Will be a Step Closer to Success!
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Some Essential Grammar Tips for
More Effective Business Writing Natalie Canavor, Claire Meirowitz, 2010-04-16 This is the eBook
version of the printed book. This Element is an excerpt from The Truth About the New Rules of
Business Writing (9780137153152) by Natalie Canavor and Claire Meirowitz. Available in print and
digital formats. Improving your grammar where it matters and even when you don’t have time How
often have you said: “I can’t stop now to think about grammar; I’ve got to finish this report because
the department head is waiting for it!” You’re right: Now is not the time. But here are a few pointers



so you’ll be prepared next time.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: Booher's Rules of Business Grammar:
101 Fast and Easy Ways to Correct the Most Common Errors Dianna Booher, 2008-10-28 Speak and
Write Like a Polished Professional “Dianna Booher nails it! The Memory Tips alone are worth the
price of the book. This one’s a gem.” —John Baldoni, author of Great Communication Secrets of
Great Leaders and How Great Leaders Get Great Results “Dianna Booher pulls off a deft and most
impressive feat: In writing about tight, top-flight grammar, she shows those very same skills in
abundance.” —Louis R. Carlozo, features staff writer, Chicago Tribune This book seems to be most
useful as a desk reference for individuals, but it will also be of interest to public libraries with
collections that support career development. --Library Journal Does your client owe the principal or
principle? Is your company moving forwards or forward? Do you have over ten years' experience, or
more than ten years' experience? Proper use of the written and spoken word determines whether or
not you move ahead in your career. In Booher's Rules of Business Grammar, business
communication guru Dianna Booher identifies the top 101 mistakes made in emails, presentations,
and conversations every day. She briefly examines each one and explains what you need to know in
order to avoid future mistakes. In addition, Booher includes effective “memory tricks” to reinforce
comprehension and retention. In no time, you will learn how to: Recognize and rectify embarrassing
grammatical mistakes Improve the clarity of what you say and write Solidify your understanding
through the use of “memory tricks” Master the language-so you can focus on your business!
Whether you decide to skim it and correct a mistake a minute or read the whole book in a couple of
hours, use Booher's Rules of Business Grammar to set yourself apart as an expert communicator.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: The A to Z of Business Grammar
and Style Peter Shefston, 2014-09-20 A concise guide to the correct use of grammar and style for
business users. By avoiding complex grammatical theory and the inclusion of examples of correct
usage, this is an easy to use reference guide.
  business grammar style usage the most used desk reference for articulate and polished
business writing and speaking by executives worldwide: REA's Handbook of English Grammar,
Style, and Writing Research and Education Association, 1992 B & t local 02-17-2002 $12.95.
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