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Synopsis

This text is designed to help students become more effective communicators. Students will master
using correct grammar, punctuation, capitalization, and proofreading skills as they format business
documents. These basic communication skills are necessary in order to qualify for entry-level jobs
and assist students in their continuing journey up the career ladder. The text-workbook may be used

in any type of classroom environment in which words are processed.
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it says on the description"some highlighting" i was good with that but has all the answers writing on

it should be saying "has everything writing on it "
This book works out just fine for my class. It was a good price and it came fast. There was a lot of
writing in it, but that was okay, because | just needed it for class. As far as the book, it's a great

practice of grammar!

The book was in good condition but after doing a couple of chapters realized | needed the CD that

wasn't included. Now | have to return the book and order another one. Very disappointed.

Good book in terms of presentation of subject matter and layout. | am definitely learning.

Great condition

school book

The book’s cover was seperated on top and bottom by rings and every page had ALL answers



written in it (with pen). | am extremely disappointed in this product and in the seller’s description.
They did NOT indicate that all the answers were written in. If | had known, | definately would have

not bought the product.

haven’t used it yet in class but it was delivered promptly and was new as advertised.
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