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			Online Resources

			Congratulations! You now have access to practical templates of the Business Communication concepts that you will learn in this book. These downloadable templates will help you implement your learnings in the real world and give you an in-depth understanding of the concepts. The templates include: 

			They are: 

			●	 Punctuation Checklist 

			●	List of Common Grammatical Errors 

			●	Presentation Visuals, Tools, and Applications (Apps) You Need to Know

			●	Reference Styles and Other Necessary Mechanics

			●	A Formal Email Template for Product Introduction

			●	A Cover Letter Template 

			●	A Business Proposal Template

			●	A Chronological Resume Template 

			●	A Sample Memo Template

			
			To access the templates, follow the steps below:

			1.Go to www.vibrantpublishers.com

			2.Click on the ‘Online Resources’ option on the Home Page

			3.Login by entering your account details (or create an account if you don’t have one)

			4.Go to the Self-Learning Management series section on the Online Resources page

			5.Click the ‘Business Communication Essentials You Always Wanted To Know’ link and access the templates

				Happy self-learning!
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			What experts say about this book!

			 

			 

			 

			 Topics such as employment communication, social media, and crisis communication make this book extremely valuable. The quiz and the summary at the end of each chapter are other value additions. The lucid way of writing the book makes it easy to comprehend for the Master's students of business and communication, and the practitioners of corporate communication, public relations, and brand communication at the initial stages of their careers. Many examples, largely from the Western world, clearly illustrate the points made. The book covers both introductory content and special content in a balanced manner.

			 

			– Prof Ujjwal K Chowdhury, Vice President,  

			 Global Media Education Council 

			 

			 

			 

			 Dr. Bliven's book covers all of the main aspects of business communications and provides it in easily digestible chapters. I have taken many courses in business communications over the years and I wish I had this book to serve as a comprehensive summary on how to think about the proper communication activities needed for any business. This book is a must-read!

			 

			– David Fogarty, Chief Marketing Analytics and Data and Technology Officer, 

			 
Evernorth Corporation 

			 

			 

			 

			 "Business Communication Essentials You Always Wanted To Know"  offers practical advice and real-world examples to navigate various aspects of business communication, from written correspondence to presentations. Its emphasis on practicality, coupled with accessible language and engaging examples, ensures relevance for readers of all levels. Whether you're a seasoned executive or a business student, this book equips you with the tools to thrive in today's dynamic business landscape.

			 

			– Jangho Gil, Ph.D., Accounting Professor,

			 Monmouth University 
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			Preface

			According to Paul J. Meyer, “communication—the human connect—is the key to personal and career success.”

			Business Communication Essentials provides all the necessary information that an organization can use to transform how it communicates with both its internal and external stakeholders. What separates this book from other related business books out there is that it treats the core subject-matter of communication in business comprehensively by providing understandable and helpful examples.

			The executives or managers of most organizations know quite well that they need to keep their employees engaged and often reach out to their suppliers, customers, investors, etc. However, the approaches some of them have been taking are ineffective. This could potentially set a company towards its downfall. 

			Company managers as well as departmental supervisors are fully aware that their professional success and that of their subordinates (or team members) hang on productive communication. This is why it makes sense to say that without well-structured internal and external communication, no company can achieve its corporate goals and fulfill its mission/vision.

			This book simplifies the processes of business communication in a way that anyone who carefully goes through it can happily discover some secrets of conducting successful business communication. 

		


		
			Introduction to the book

			Communication is a vital aspect of running a business/company. It is very important to connect all stakeholders through routine and effective business communication. This book shows you exactly how you could do that. 

			You will discover all the necessary tips to facilitate excellent communication between your company’s internal and external stakeholders. More importantly, you will unearth various business communication approaches you can use to keep your team, suppliers, investors, etc. happy and committed.

			After reading the entire book, you will be able to identify:

			●The importance of business communication and its different methods and modes 

			●The importance of understanding your intended audience and the steps to achieve great interpersonal communication 

			●The core business messages and their respective characteristics

			●The best practices for drafting, editing, and completing business proposals, reports, and presentations

			●The usefulness of business communication in customer relationship management (CRM)

			●The impacts of social media and other modern-day technologies in business communication, and

			●The best process for managing business crisis communication

		


		
			How to use this book?

			This book can be used by anyone who wants to either learn about business communication or improve their business communication strategy. Here is how to use this book: 

			1.	Use this book to get your fundamentals cleared - Understand all the theoretical concepts involved in business communication and apply them practically. 

			2.	Use the tips and strategies in the book to improve your business communication - Gain insights into how to skillfully communicate with your intended audience and draft written communication, proposals, reports, and presentations. 

			3.	Learn from modern, relevant, and practical examples or case studies.

			4.	Understand the wrong approaches to business communication and eliminate them from your strategy. 

			5.	Learn how to build an effective crisis communication strategy. 

			6.	Test your knowledge with the multiple-choice quizzes provided at the end of every chapter. 

			So, you should use it as a dependable companion that you can regularly consult whenever you run into difficult business communication situations.

		


		
			Who can benefit from this book?

			Business Communication Essentials is for everyone who aspires to develop their business communication skills, whether you intend to learn how to write effective business reports, proposals, and presentations, or you are managing a team that requires that you use your business communication skills from time to time.

			The following categories of readers will find this book to be of great help:

			1.	Students: If you are a university student pursuing a course in Business Studies, Business Administration, Business Management, Marketing, or any course that requires you to learn about business communication, you will unearth a wealth of information concerning business communication in this book.

			2.	Teachers/Professors: If you are a teacher/instructor of any business-related course, your students will gain a lot of insights from this book if you use it as your teaching material.

			3.	Entrepreneurs/Business Owners/Executives/Managers/Supervisors: Improve your business communication skills by digesting everything in this book and subsequently transform the way you communicate with the stakeholders associated with your business/organizations.

			4.	Business/Management Researchers: Discover some new approaches for doing business communication in this book.

			5.	Managers/Administrators of Business Development Centers or Business Incubators: This book will help you properly mentor the founders of businesses or startups you are incubating, developing, or investing in. 
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An Introduction to Business Communication

			
			
			
			
							Business communication is an essential tool or channel for sharing important information among the stakeholders connected to a business or an organization. The stakeholders can be the organization’s employees, managers, executives, suppliers, clients or customers, investors, and governmental agencies whose actions and/or decisions may affect the day-to-day running of the business.  

							It is imperative for an organization to design and implement a functional business communication strategy in order to fully encourage active participation of all its stakeholders in matters that will lead to higher productivity, improved performance, better decision-making, and faster problem-solving capability within and outside the organization.  

							 

						
							The key learning objectives of this chapter should include the reader’s understanding of the following: 

						
							●The definition of business communication

							●The objectives of business communication

							●Important concepts related to business communication

							●Types of business communication 

							●Establishing credibility and incorporating fairness in business communication

														

          
1.1 What is Business Communication?

			Business communication can simply be defined as the process of sharing vital business information among stakeholders within and outside an organization. To achieve its organizational goals and objectives, the management of an organization must engage in ongoing, efficient communication with its employees, who are its internal stakeholders. It is also important for employees and those who manage the organization’s business activities to regularly reach out to its external stakeholders, such as the organization’s clients/customers, suppliers, investors, partners, and governmental agencies.

			 

			For an organization to achieve efficient business communication, it must utilize both the traditional and modern communication tools at its disposal. We are living in a world where the patterns and styles of business communication are fast-changing, from face-to-face conversations to social, digital, and mobile interactions. Nowadays, emphasis is placed on collaborative business communication, which may entail that periodic one-on-one meetings are organized, online conference calls are carried out, and/or written messages are frequently exchanged among stakeholders.

			 

			Business communication is similar to personal communication in a number of ways. When a person demonstrates great communication skills, they can enjoy robust relationships, get a well-paying job, become an effective leader, and achieve significant success in their calling or profession. In comparison, any organization that fails to live up to modern business communication expectations would surely fall behind its competitors in the face of rising challenges to keep up with the vast, culturally diverse global marketplace.1

							
1.2 Why is Business Communication Important? 

				
			On a personal level, communication is necessary for directing, connecting, requesting for services, appreciating good gestures, and rewarding loyalists or supporters. The use of communication in business is pretty much the same; organizations employ the power of business communication to streamline their processes to achieve their organizational goals as scheduled. 

			 

			On the other hand, the lack of efficient interdepartmental and interpersonal communication could cause an organization to lose focus while spending most of its time and scarce resources on solving both internal and external disagreements or problems, instead of utilizing them for better performance and growth. Such an organization could be considered to be in a chaotic situation whereby the prevailing atmosphere does not support creativity, productivity, and advancement.

			 

			Some of the objectives organizations can achieve by implementing productive communication strategies include but are not limited to the following:

					●Quick and regular exchange of information: Organizations thrive on the prompt and fast exchange of information among their stakeholders. For instance, the employees need regular and useful instructions from their managers to be able to successfully carry out their routine functions. Similarly, customers and clients of an organization need to be periodically updated about the organization’s services and products as well as providing useful feedback that the organization could use in refining its products/services. 

			●Motivating employees: A good relationship ensues when there is robust and understandable communication between employees and their employers. This helps to improve their job satisfaction and streamline their education/training. It is also necessary for managers to direct their subordinates in the right direction.

			●Improving customer service: When an organization implements a functional business communication strategy, it will be able to attract and retain loyal customers. It is through a well-structured communication process that clients/customers can obtain adequate information about a business and its products/services. 

			●Facilitating business operations: No organization can run on silence or poor communication procedures; employees require well-detailed information to understand the right things to do within the organization. In the same approach, external stakeholders need to be carried along to ensure that the organization has all the necessary requirements to operate smoothly and progress. For example, its suppliers should be informed about the possible supplies or raw materials and their corresponding quantities that the organization would utilize to run its operations. The local governmental agencies need to be updated about the organization’s business activities so that it can obtain all the mandatory licenses and permissions and avoid operating illegally. All these processes could only be achieved through effective business communication.

			●Image or reputation management: Organizational branding will not happen if an organization doesn’t have great stories to tell about its missions/visions and products/services. This is because good storytelling can only be made with effective business communication. 

			●Organizational goals: When all the processes within and outside an organization are properly aligned through a well-executed business communication strategy, it will be easy for such an organization to achieve its goals and objectives. 
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