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Synopsis

Fundamentals of Contemporary Business Communication distills the basic concepts of successful
business communication, placing significant emphasis on grammar and mechanics. The author’s
hands-on approach--including the unique 3Ps (problem, process, product) model--connects topics,
examples, and exercises to the modern workplace. Fundamentals combines the traditional textbook
format with a workbook, allowing students to immediately test, apply, and reinforce the basics of
business communication. The Second Edition continues the author’s integrated approach to
grammar and mechanics. Language Arts topics appear in every third chapter to introduce or review
the basic rules of usage. Part VI of the text includes five modules: Sentence Structure;
Business-Style Punctuation; Verbs and Subject-Verb Agreement; Using Pronouns, Adjectives, and
Adverbs; and Mechanics in Business Writing. These modules are close to chapter length and are

more thorough than the brief reference manuals that appear in other texts.
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Scot Ober (Ph.D, Ohio State) is a full-time consultant in business communication and document
processing. Prior to his consulting career, Dr. Ober was Professor of Business at Ball State
University. In addition to having taught Business Communication for over twenty years, he served
as Editor of the Business Communication Quarterly for 1995 and 1996 and conducted an MBA-level

Distance Learning Program through Ball State University.

The book was in great condition.

Thank you!!!1

Great Price for a textbook with a lot of good information

Excellent book for learning about electrical work.

Very Good

A textbook is a textbook is a textbook, right? There is actually some good information in there and
there are some good real-time examples, but it's pretty old-hat stuff. It was required text for a class

so what can | say?

This textbook is a really good resource for writing business documents etc that aren’t normally
explained in business textbooks. It was very helpful. If you aren’t picky, the instructors annotated
edition has a little more info (slightly different page numbers though) at a very much cheaper cost so
consider getting that.
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