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Since 1975, HOW and its subsequent editions have been a prominent reference source for

business writers, office personnel, and students. With every new edition, HOW has kept pace with

changes in our language and the business environment, striving to provide a useful and

easy-to-understand reference manual for all professionals involved in organizational operations. It

includes detailed and precise information for writing, formatting, and transmitting communications.

Unlike other reference books, HOW 13 is tailored for writing style, grammar, mechanics, and

techniques in a business/office environment. This text can be used as a stand-alone reference or as

a supplement. Available with InfoTrac Student Collections http://gocengage.com/infotrac.
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Mr. James Clark earned a BS and an MS degree from the University of Southern California. He was

a professor of business at Pasadena City College for 11 years and subsequently served as dean of

the Business Division for 17 years. Before joining the Pasadena City College staff, Mr. Clark was an

assistant professor at California State University, Los Angeles, and a teacher at Burbank and La

Puente High Schools. He also taught part-time in the extension programs at UCLA and USC. He

has held memberships and offices in professional organizations, such as the California Business

Education Association, the National Business Education Association, Delta Pi Epsilon, and The

Association for Business Communication. Mr. Clark has conducted a number of communication

seminars for the Culinary Union, the American Right of Way Association, Caltrans, the Canadian



Right of Way Association, the Los Angeles Executive Training Program, and several large legal

firms. He also has authored several articles on business communication. In addition to this

prominent book, he has co-authored POWER: PROFESSIONAL WRITER'S ELECTRONIC

RESOURCE, published by Cengage South-Western. He has author many other successful texts,

including CLARKS' ONLINE REFERENCE MANUAL (South-Western College Publishing); A

HANDBOOK FOR BUSINESS PROFESSIONALS (Wadsworth Publishing Company); LANGUAGE

AND WORD PROCESSING APPLICATIONS (Glencoe/McGraw-Hill); UNIVERSAL

TRANSCRIPTION (PWS-KENT Publishing Company); and COLLEGE BUSINESS MACHINES

(Gregg/McGraw-Hill).Dr. Lyn Clark is currently a professor of business in the Computer Applications

and Office Technologies Department at Los Angeles Pierce College, where she has been serving

as department chair since 2001. She is also chair of the Pierce College Council, the college's

shared governance committee, and has served as first vice president of the Academic Senate.

Notable college recognitions include the Professor of the Month Award and the Pierce College

Foundation American Spirit Award. Dr. Clark earned her BS, MA, and EdD degrees from UCLA.

Besides holding memberships in Delta Pi Epsilon, the National Business Education Association, the

California Business Education Association, Theta Alpha Delta, and The Association for Business

Communication, Dr. Clark has held a series of offices in several of these professional organizations.

She also served as community college program director for two NBEA conventions and program

chair or co-chair for three CBEA conferences. Dr. Clark has conducted numerous workshops

nationwide on methods of teaching business English and communication, computer applications,

and voice input. In addition to this successful text, she has written articles for numerous business

education periodicals and is the author or coauthor of six business texts: BUSINESS ENGLISH

AND COMMUNICATION, LANGUAGE AND WORD PROCESSING APPLICATIONS, and VOICE

RECOGNITION WITH SOFTWARE APPLICATIONS, published by Glencoe/McGraw-Hill;

UNIVERSAL TRANSCRIPTION, published by PWS-KENT Publishing Company; and A

HANDBOOK FOR BUSINESS PROFESSIONALS, published by Wadsworth Publishing Company.

She is also the co-author of CLARKS' ONLINE REFERENCE MANUAL and PoWER:

PROFESSIONAL WRITER'S ELECTRONIC RESOURCE (South-Western College Publishing).

Good handbook for people who care about good English skills etc. I know I will refer to this book

often.

I purchased this for college business writing. It's very beneficial.



Perfect, just as advertised

Great productThis is a wonderful resource that you will refer to many times. I highly recommend it.

We have found it useful

Great book.

A must for a secretary!

Very pleased!

I believe that this manual is better than The Gregg Reference Manual; I own both. It is much MUCH

easier to navigate, and whenever I can't find something in the GRM, I always find it here. Also,

HOW updates much more regularly.
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