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Everyday we write countless memos, letters, and reports without a second thought. Likewise, we give
presentations, both formal and informal. Often this writing and speaking gets criticized for being jargon-
ridden, obscure, or long-winded--in short, for not being in "plain English." But what is plain English, and
how do we go about writing and speaking it? In Plain English at Work, Edward Bailey gives the answer,
with down-to-earth tips and practical advice. Bailey, an expert in business communication, gives us a simple
model for writing:

· Style: write more the way you talk.

· Organization: make your point easy to find.

· Layout: use headings, lists, and other white space so readers can see the structure of your writing.
Psycholinguists, Bailey points out, have proven that the techniques of plain English writing are far easier on
your readers; experience has proven that writing in plain English is easier on you--the writer, too. Bailey also
gives you a wealth of practical advice for presentations including:

· How to remember your talk.

· How to design visual aids.

· How to design computer presentations.

· How to set up the room you'll be speaking in.

· How to develop a successful delivery style.
Perhaps most impressive are the many detailed tips he gives here. For instance, when using a pointer, hold it
in the hand closer to the screen (otherwise, you turn your back on the audience, making it harder to hear
you). When designing a visual aid, use at least 28-point type, and seldom use all capital letters (which are
harder to read). And when presenting a bar chart during a computer presentation, build it--a bar at a time--to
focus your audience's attention.
Drawing on two earlier and popular books, The Plain English Approach to Business Writing and A Practical
Guide for Business Speaking, this new volume has been significantly updated. It includes up-to-the-minute
information on using computers, computer graphics, and typography for your writing, and on using the same
technology for designing your presentations. The result is an authoritative and comprehensive single volume
that will be the essential guide for everyone wishing to communicate more easily and effectively at work.
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From reader reviews:

Matthew Siller:

This Plain English at Work: A Guide to Writing and Speaking are usually reliable for you who want to be
considered a successful person, why. The reason why of this Plain English at Work: A Guide to Writing and
Speaking can be among the great books you must have is usually giving you more than just simple reading
through food but feed you with information that perhaps will shock your previous knowledge. This book is
usually handy, you can bring it everywhere and whenever your conditions at e-book and printed ones. Beside
that this Plain English at Work: A Guide to Writing and Speaking giving you an enormous of experience like
rich vocabulary, giving you test of critical thinking that we all know it useful in your day task. So , let's have
it appreciate reading.

Dorothy Jaramillo:

This book untitled Plain English at Work: A Guide to Writing and Speaking to be one of several books that
will best seller in this year, this is because when you read this publication you can get a lot of benefit on it.
You will easily to buy this book in the book retail outlet or you can order it by way of online. The publisher
in this book sells the e-book too. It makes you quickly to read this book, as you can read this book in your
Mobile phone. So there is no reason for your requirements to past this e-book from your list.

Tracey Egan:

The reason? Because this Plain English at Work: A Guide to Writing and Speaking is an unordinary book
that the inside of the guide waiting for you to snap the idea but latter it will shock you with the secret the idea
inside. Reading this book close to it was fantastic author who also write the book in such awesome way
makes the content on the inside easier to understand, entertaining means but still convey the meaning
thoroughly. So , it is good for you because of not hesitating having this nowadays or you going to regret it.
This book will give you a lot of rewards than the other book have such as help improving your talent and
your critical thinking approach. So , still want to postpone having that book? If I were being you I will go to
the reserve store hurriedly.

Miguel Ross:

Within this era which is the greater particular person or who has ability to do something more are more
precious than other. Do you want to become considered one of it? It is just simple method to have that. What
you should do is just spending your time not much but quite enough to experience a look at some books. One
of the books in the top record in your reading list is actually Plain English at Work: A Guide to Writing and
Speaking. This book that is qualified as The Hungry Mountains can get you closer in turning into precious
person. By looking up and review this publication you can get many advantages.
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