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Anyone who has ever had to write any business document, from
interoffice  memo  to  fifty-page  proposal,  will  find  this  the  single
most  effective  tool  for  producing  clear,  concise,  and  persuasive
prose.  Equally  useful  to  executives  and  support  staff,  it  shows
how to write clearly and powerfully, organize material and avoid
errors and jargon.
The only TASC guide authorized by the test-makers If you’re look-
ing for the most reliable guide to the TASC, you’ve found it! Mc-
Graw Hill Education TASC is the only TASC guide authorized by CT-
B/McGraw-Hill---the people who make the test. It’s packed with ev-
erything you need to  succeed on the test---and get  the  high
school credential you want. Only this guide can show you exactly
what to expect on the test, tell you how the test is scored, and
give you authentic TASC questions for practice. That makes this
bestselling guide your most reliable and accurate source for every-
thing you need to know about the TASC. These great features
make McGraw-Hill Education TASC the test takers’ #1 choice: Con-
cise reviews of all test topics Full-length practice TASC test sec-
tions with complete explanations Pretest in every subject to help
you plan your study Exclusive: REAL TASC questions for prac-
tice---straight from the test makers For your TASC test prep pro-
gram, nothing beats the official guide!
Understanding the Ground Rules for the Global Economy In this re-
vised and updated edition of A Concise Guide to Macroeconomics,
David A. Moss draws on his years of teaching at Harvard Business
School to explain important macro concepts using clear and en-
gaging language. This guidebook covers the essentials of macroe-
conomics and examines, in a simple and intuitive way, the core
ideas of output, money, and expectations. Early chapters leave
you  with  an  understanding  of  everything  from  fiscal  policy  and
central banking to business cycles and international trade. Later
chapters provide a brief monetary history of the United States as
well as the basics of macroeconomic accounting. You’ll learn why
countries trade, why exchange rates move, and what makes an
economy grow. Moss’s  detailed examples will  arm you with a
clear picture of how the economy works and how key variables im-
pact business and will equip you to anticipate and respond to ma-
jor macroeconomic events, such as a sudden depreciation of the
real exchange rate or a steep hike in the federal funds rate. Read
this book from start to finish for a complete overview of macroeco-
nomics, or use it as a reference when you’re confronted with spe-
cific challenges,  like the need to make sense of  monetary policy
or to read a balance of payments statement. Either way, you’ll
come away with a broad understanding of the subject and its key
pieces, and you’ll be empowered to make smarter business deci-
sions.
The McGraw-Hill Guide to Philosophy on the Web helps students
learn about the Internet and Web in general and in particular
about philosophy on the Internet. The goal of this concise guide is
to help philosophy students judge the valuable material from the
mediocre, to direct them to excellent Internet resources, and to
warn them about flimflam. The first  part  of  the guide covers the
general process of using a site, using various Search Engines, sav-
ing pages, copying text from pages, and saving all of the above.
The last two parts are specific to philosophy. They talk about the
special problems of using the Web for books, papers, and discus-
sions in philosophy, and about special issues concerning philoso-
phy on the Internet.
Pressed for time? This GED guide delivers practical, concise test
prep to help you pass the GED With more than 125 years of expe-
rience in education, McGraw-Hill Education is the name you trust
to deliver results. This MHE guide to the GED is the ideal prep tool
if  your  study  time  is  limited.  Inside  this  book,  you  will  find:  •A
quick and concise review of the concepts essential to each of the
test’s 4 sections: Reasoning Through Language Arts, Mathemati-
cal Reasoning, Science, and Social Studies•Exercises and drills
that will reinforce your new skills•Four full-length posttests de-
signed to match the exam in format and degree of difficulty•TOP
25 lists that tell you the most important concepts you need to
know for each test’s section•Study plans for each GED section to
help you make the most of your time•Unique test-taking strate-
gies that explain how to avoid the test maker’s traps•Tools for ap-
proaching specific  questions  types  in  the most  efficient  way The
bonus Flashcard App includes 100 cards that will help you review
key topics spanning all 4 GED sections. The learning objectives in
Short Course for the GED Test are based on the Common Core
State Standards. This means that you can use this book as a base
for study on all high school equivalency exams.
Schaum's is here--to help you write great research papers The ex-
perts at Schaum's are at your service-ready to help you with con-

cise, complete, step-by-step instructions that will make writing re-
search papers a breeze, not a burden. The clear, concise guide-
lines and in-depth instruction in this book will show you how to
write high-quality research papers that will help you succeed aca-
demically and in the professional world. You'll quickly learn how
to: Select and narrow your topic Evaluate and present evidence
persuasively Avoid plagiarism and other novice mistakes Learn
from examples, sample papers, and model documentation
Gives advice on composing effective business letters and provides
more than a hundred sample letters related to special requests,
payment transmittals, sales, promotion, credit, collection, orders,
supply problems, and retirement.
Includes full-text PDA download of the entire text More coverage
of chemotherapy than any other competitive title 4-color patient
safety insert
The Concise McGraw-Hill Guide is designed to help students learn
to write more effectively not only in their college courses but also
in their professional, civic, and personal lives. An affordable read-
er, rhetoric, and research guide, The Concise Guide shows stu-
dents how to set goals for their writing, to use effective compos-
ing strategies to reach those goals, and to assess their progress
toward  achieving  them.  Based  on  the  idea  that  effective  writers
are  strong  communicators  in  any  context,  The  Concise  Mc-
Graw-Hill Guide emphasizes the skills established by the Writing
Program Administrator's Outcomes Statement that form the foun-
dation of assessment practices at writing programs throughout
the country -- rhetorical knowledge, critical thinking, writing pro-
cesses, and conventions. These skills form the basis of the instruc-
tion in each assignment chapter and throughout the text.
Expert  advice to perfect  your proofreading skills  McGraw-Hill’s
Proofreading Handbook helps ensure that your documents are let-
ter-perfect, every time. Veteran editor and proofreader Laura An-
derson arms you with all the tools of the proofreader’s trade and
walks you step-by-step through the entire proofreading process.
This exciting new resource is designed to assist undergraduate
physiotherapy students and new graduates in confidently treating
patients in a range of physiotherapy areas outside the ‘core’ ar-
eas of practice. Areas covered include paediatrics, geriatrics, men-
tal health and rheumatology. Valuable content is easily accessible
in a small portable format which will be an invaluable reference
during placement or practice. Each chapter provides a concise
overview of  the philosophy and the specific treatment processes
for each of the 17 practice specialties. A wealth of online learning
resources are also available with the Guide, these include access
to case studies, multiple-choice questions and a reference list for
each chapter. In addition there is a bank of downloadable photo-
graphs and line drawings relating to each of the 17 chapters.
Used along with The Concise Guide to Physiotherapy: Volume 1 As-
sessment, Volume 2 Treatment will be an indispensable tool for
any physiotherapist. A blend of resources providing an insight into
the ‘non core’ areas of practice, enabling the individual to prepare
ahead  or  refresh  knowledge  in  order  to  feel  confident  about  ap-
proaching the treatment of patients in practice areas not previous-
ly encountered. Easy access to nuggets of information on 17 ‘non
core’ speciality areas, including burns and plastics, learning disa-
bilities and rehabilitation A handy quick reference tool for both stu-
dents and physiotherapists Access to online resources including,
reference lists, an image bank, 51 cases studies and over 300 MC-
Qs!
THE CLASSIC BESTSELLING GUIDE Revised, expanded, and updat-
ed to meet the demands of doing business in the Digital Age with
sample  letters,  e  mail,  and  voice  messages.  The  McGraw-Hill
Handbook of Business Letters /b> includes everything you need
to know to write clear, concise, effective letters for any business
situation. Whether you're creating an in-house memo for your fel-
low co-workers or specialized correspondence for customers and
clients, this all-in-one guide will show you the proper style, for-
mat, and type to use in all  your professional communications.
With this comprehensive resource, you can easily access hun-
dreds of sample letters for a wide range of business applications.
You can find exactly the right words for the right job and strike a
perfect balance between formal and casual styles. Best of all, you
can  communicate  with  confidence--and  go  "write"  to  the  top--in
business and in life. LEARN HOW TO WRITE, DEVELOP, AND IM-
PROVE: * Formal business letters * Customer communications *
Company-wide memos * Professional cover letters * Inquiry and
request letters * Perfectly formatted faxes * Credit and collection
letters * Confirmations and follow-ups * Announcements and con-
gratulations * Service letters or complaints * Effective e-mail
Surveys the standards of grammar, punctuation, capitalization,
and usage for any material written for publication and outlines the

procedures for preparing manuscripts, editing copy, and indexing
A quick, one-stop guide that shows readers the "big picture" for
creating eff ective planning strategies and design solutions. Gener-
ic urban plans, typical street grids, environmental checklists, and
other useful tools are enhanced with real-life case studies of re-
cent community development plans.  Illustrations and appendix
with glossary are included.
A “find-it-now” point-of-care guide to colorectal surgery--complete
with ICD-9 codes A Doody's Core Title for 2011! "As a busy surgi-
cal resident who is often bombarded with information from sever-
al  different  resources,  I  found  this  book  to  be  a  comprehensive
quick reference to refresh my memory about the diagnosis, man-
agement, and operative technique associated with colorectal dis-
eases. It is useful when I'm on the run, particularly when faced
with multiple patients in the ER and clinic. Using this book has
helped me to supplement and reinforce my knowledge of colorec-
tal diseases. Surprisingly, I have come across very few surgical
subspecialty reference guides such as this. It is a rare entity to
find  a  surgical  reference  guide  that  is  concise  yet  all  inclusive,
well organized, intuitive, and worthwhile. Most other surgical hand-
books are appropriate only for junior residents. Furthermore, th-
ese other books are often written in paragraph form, making it
more  difficult  to  find  information.  Finally,  most  of  these  hand-
books include all general surgery topics, not just information on
one surgical subspecialty. This book is superior to other hand-
books in that it can be used by all types of physicians and trai-
nees and its outline and bulleted format make it an easy read. 3
Stars."---Doody's Review Service McGraw-Hill  Manual Colorectal
Surgery provides the information you need for every kind of col-
orectal  surgery,  conveniently presented in at-a-glance bulleted
lists and tables. Concise chapters provide high-yield summaries of
symptoms, diseases, differential diagnoses, management, and po-
tential complications, along with step-by-step technical instruc-
tions for  operations.  FEATURES Brief  thumbnail  descriptions of
symptoms and diagnosis; evaluation tools; anatomy and physiolo-
gy; diseases and problems; operative techniques; adjuvant and
conservative treatment; perioperative management; and more!
Can be used as a guide, a resource, a refresher, or a board review
Two-color design with tabbed pages facilitates on-the-spot look-
up Tables of drugs with both trade and generic names, plus impor-
tant dosing and safety information New medical illustrations creat-
ed for this resource ICD-9 codes tagged for each relevant chapter
for domestic and international reference Handy slim design and
stain resistant covers Helpful appendices on medications, tumor
staging, Amsterdam/Bethesda criteria, and incontinence scores
This flexible text can serve as the basis of a course in information
literacy or as a supplemental text or basic research guide in any
course. Both a students' textbook and an instructional reference
for educators, this brief but information-rich text teaches students
what information literacy is and why it's such an important skill to
develop. Authors Scott Lanning and Caitlin Gerrity concentrate on
developing skills and behaviors that positively impact the informa-
tion literacy process. They teach such skills as evaluating and us-
ing information and behaviors like exploring, analyzing, and creat-
ing. Updated to incorporate the new AASL standards, this third edi-
tion of Concise Guide to Information Literacy includes new infor-
mation on the value of curiosity and choice in the research pro-
cess,  offers a new model  of  the research process (the Reflective
Inquiry Model), and updates the Decision Points Information Seek-
ing Model that describes how student researchers choose to use
the information they've found. This book has proven to be invalu-
able for high school and college students learning about informa-
tion literacy and librarians and teachers in upper high school and
community college settings.
Reference book for students on the use of library reference mate-
rials  -  includes information on bibliographys,  classifications,  peri-
odicals, etc. Flow charts.
Write an effective research paper--no sweat! The words “research
paper” may send a chill down your spine. You're thinking about
the hours of research and the days of writing ahead-and that's af-
ter wringing your hands about the topic! Never fear, this concise
resource will  guide you through the process  step-by-step and
make the experience painless. With veteran composition instruc-
tor Carol Ellison's advice, you'll be able to create a thought-pro-
voking research paper that will get you the best possible grade!
McGraw-Hill's Concise Guide to Writing Research Papers gives you
the tools to: Organize a helpful outline before you write Find solid
evidence at the library and on the Internet to back up your thesis
Write effective sentences to support your topic Replace common
phrases  with  attention-drawing  wording  to  properly  articulate
your ideas Use smooth transitions between paragraphs to keep
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your  paper  flowing  Craft  eloquent  summaries  and  conclusions
Avoid accidental incidences of plagiarism Run a thorough check
over your research paper before you hand it in
Discover the practical tips to make you an effective, customer-ori-
ented manager! Focusing on the pervading belief that everything
a manager does must be customer oriented, The Concise Hand-
book  of  Management:  A  Practitioner’s  Approach gives  you an
overview of everything you need to know about managing in one
practical, concise book. This plain-talking guide not only explains
management theories, but also presents commonsense sugges-
tions on the best  ways to effectively manage people and things,
no matter what type of business you are in. Taking a practition-
er’s approach of discussing management issues with customers ul-
timately in mind, this practical book motivates, is easily unders-
tandable, and is entertaining to boot. The Concise Handbook of
Management:  A Practitioner’s Approach uses succinct chapters
with several real stories and case studies designed to clearly illus-
trate each concept and suggestion. Written with the busy manag-
er in mind, each chapter is compact, clear, true-to-life, and is al-
ways aimed at the bottom line. The book includes a small busi-
ness marketing and promotion checklist, a helpful bibliography,
and a useful glossary of terms. The Concise Handbook of Manage-
ment:  A Practitioner’s Approach explores:  the first  three steps in
becoming a good manager understanding the importance of cus-
tomers getting the most from employees management competen-
cies and styles organizational structures and cultures managing
change managing conflict and stress managing teams and work-
groups ethics leadership managing time written business commu-
nication mastering the skills of a presentation dealing with people
in the workplace a small business marketing checklist project or
program planning the marketing basics—product—strategy—mar-
keting—pricing developing external and internal customers The
Concise  Handbook  of  Management:  A  Practitioner’s  Approach
proves the adage that less is more, and has already been called
the  undergraduate/graduate  student’s  or  practicing  manager’s
best  all-in-one  source  and  reference  for  simplified  management
theory and skills.
Organized logically and structured for maximum usability, The Mc-
Graw-Hill Guide to Acquiring and Divesting Businesses guides you
step-by-step through the merger and acquisition process. Each
chapter begins with basic information for readers new to the field
or who want to refresh their recollections. The chapter then pro-
gresses  to  intermediate  and  advanced  subjects  and  finally  pro-
vides references to sources where readers can obtain further infor-
mation. Whether you are knee-deep in an ongoing deal, becoming
involved in the initial stages of a purchase or acquisition, or just
need to prepare for the future, The McGraw-Hill Guide to Acquir-
ing and Divesting Businesses will be your most useful M&A refer-
ence source.
Publisher's Note: Products purchased from Third Party sellers are
not guaranteed by the publisher for quality, authenticity, or ac-
cess to any online entitlements included with the product. A com-
prehensive introduction to the mathematical principles and algo-
rithms in  statistical  signal  processing and modern neural  net-
works. This text is an expanded version of a graduate course on
advanced signal processing at the Johns Hopkins University Whit-
ing school program for professionals with students from electrical
engineering, physics, computer and data science, and mathemat-
ics backgrounds. It covers the theory underlying applications in
statistical signal processing including spectral estimation, linear
prediction, adaptive filters, and optimal processing of uniform spa-
tial arrays. Unique among books on the subject, it also includes a
comprehensive introduction to modern neural networks with ex-
amples in time series and image classification. Coverage includes:
Mathematical  structures of  signal  spaces and matrix factoriza-
tions linear time-invariant systems and transforms Least squares
filters Random variables, estimation theory, and random process-
es Spectral estimation and autoregressive signal models linear

prediction and adaptive filters Optimal processing of linear arrays
Neural networks
Who or Whom? / Its or It’s / Lie or Lay? Can't remember those gru-
eling grammar lessons from junior high? Troubled that your profes-
sional writing lacks polish? Stop worrying! You've just picked up
the  painless  prescription  for  proper  English!  Acclaimed  gram-
marians Mark Lester and Larry Beason know that English teachers
aren't  the only ones who expect careful  and correct language
choices. Precision in language can be the deciding factor when it
comes to getting a job or winning a promotion. The McGraw-Hill
Handbook of English Grammar and Usage gives you bottom-line
definitions,  tips,  and  simple  rules  that  summarize  the  essentials
you need to know. This second edition includes a chapter dedicat-
ed to grammar and its usage in digital communication, including
texting, e-mail,  social media, and new technology, so you can
communicate correctly in any format. Whether your skills need
drastic improvement or a quick brush-up, The McGraw-Hill Hand-
book of English Grammar and Usage will get your grammar back
on the right track with: Straightforward explanations of common
mistakes and why they happen Hundreds of correct and incorrect
sentence examples, with errors clearly marked Quick tips for fix-
ing your  most  stubborn grammatical  mishaps Catchy memory
aids for writing correctly the first time
Two-volume set contains: The Concise Guide to Physiotherapy:
Volume 1 Assessment and The Concise Guide to Physiotherapy:
Volume 2 Treatment. A blend of resources providing an insight in-
to the ‘non core’ areas of practice, enabling the individual to pre-
pare ahead or refresh knowledge in order to feel confident about
managing patients in practice areas not previously encountered.
Together, both volumes are designed to assist undergraduate phy-
siotherapy  students  and  new  graduates  in  confidently  assessing
and treating patients in a range of physiotherapy specialties out-
side of the ‘core’ areas of practice. Areas covered include paedi-
atrics, geriatrics, mental health and rheumatology. Valuable con-
tent is easily accessible in a small portable format which will be
an  invaluable  reference  during  placements  or  practice.  Each
chapter provides a concise overview of the philosophy and the
specific assessment processes for each of the 17 practice special-
ties. A wealth of online learning resources are also available with
both Volumes, these include access to case studies, multiple--
choice questions and a reference list for each chapter. In addition
there is a bank of downloadable photographs and line drawings re-
lating to each of the 17 chapters. Both volumes used together will
be an indispensable tool for any physiotherapist. Easy access to
nuggets of information on 17 ‘non core’ speciality areas, including
burns and plastics, learning disabilities and rehabilitation A handy
quick reference tool for both students and physiotherapists Gives
insight into the philosophy of approach that can be taken in either
assessing or treating the individual Access to online resources in-
cluding, reference lists, an image bank, 51 cases studies and over
300 MCQs!
Hundreds of articles explore the most important fields of science.
Based on content from the McGraw-Hill Concise Encyclopedia of
Science & Technology, Fifth Edition, each of these subject-specific
quick-reference guides features: Detailed, well-illustrated explana-
tions; Hundreds of concise articles in each volume; An easy-to-un-
derstand presentation, accessible and interesting to non-special-
ists; A portable, convenient format; Bibliographies, appendices,
and other information supplement the articles.
For  the  nonfinancial  manager  who  needs  instant  explanations  in
order to solve a business finance problem, this vest-pocket refer-
ence is unrivaled. Two hundred & one of the most commonly used
financial  tools  are  defined,  explained,  &  demonstrated  in  clear,
concise terms. The Guide is not aimed at professionals with an es-
pecially  high  level  of  financial  sophistication,  yet  many  of  the
tools discussed involve decidedly high-level concepts. The authors
are able to write about complex topics which oftentimes seem
murky to the uninformed reader in clear, concise, & easily unders-
tood language.

Publisher's Note: Products purchased from Third Party sellers are
not guaranteed by the publisher for quality, authenticity, or ac-
cess to any online entitlements included with the product. Short
on time? Choose the GED test guide that gets straight to the
point! If you want smart GED test guidance from educators you
can rely on, but your study time is limited, this is the book for
you! McGraw-Hill: Short Course for the GED Test gives you quick
and concise preparation for all four test subject areas--Reasoning
Through Language Arts, Social Studies, Science, and Mathemati-
cal Reasoning. You'll  get the review and practice you need to
score your best--and get the high school credential  you want!
With  this  time-saving guide,  you will:  Learn all  the  essentials
about the test Reinforce new skills with exercises and drills Get
ready for each test section with instruction and quizzes on every
test topic Take Posttests to measure your GED test readiness This
Short  Course  can  help  you  sharpen your  skills,  boost  your  confi-
dence, reduce your stress, and do your best on test day--all in a
short amount of time!
This book provides a straightforward look at human anatomy and
its relation to movement. The text identifies specific muscles and
muscle groups and describes exercises for strengthening and de-
veloping  those  muscles.  The  Manual  of  Structural  Kinesiology
makes  important  information  readily  available  to  students
through a combination of logical presentation and concise writing
style.
Features hundreds of concise articles on chemistry. This illustrat-
ed title includes bibliographies, appendices, and other information
to supplement the articles.
From the Blurb: A concise and authoritative guide to contempo-
rary standards of editing and book publishing, this manual is an in-
dispensable desk reference for writers - for students of writing -
for editors - for typists, word-processor operators, and composi-
tors-for anyone, in short, who prepares material for publication
and who wants to do it with style. Coverage ranges from general
standards applicable to any material written for publication-rules
of spelling, hyphenation, capitalization, abbreviation, punctuation,
and the like-to the highly technical conventions used in mathemat-
ics,  electronics,  computer  science,  chemistry,  and the life  sci-
ences. In addition, the author offers a wealth of timely information
on contemporary English usage, the metric system, bias in writing
(and how to avoid it), and other topics of current interest to profes-
sional writers, and editors. Step-by-step procedures are provided
for copy editing, proofreading, and indexing-practical suggestions
that can just as easily be applied to magazine, newsletter, and
newspaper work as to book production. In this era of fast-chang-
ing technology, The McGraw-Hill Style Manual takes word process-
ing, optical character recognition, and other computer processes
into account, while advocating traditional standards of quality for
the printed word. From splitting the infinitive without guilt, to ship-
ping artwork to approximating Greek letters on a typewriter that
lacks the necessary Greek or mathematical characters-you will
find  the  solution  to  all  kinds  of  style,  usage,  and  production
problems at your fingertips in this unique, timely, and comprehen-
sive guide. And because this book is based on McGraw-Hill's long
history of editorial expertise, it is fully authoritative from cover to
cover.
Hundreds of well-illustrated articles explore the most important
fields of science.
The Fastest, Easiest Way to Learn: Schaum's Quick Guides These
concise, quick reference guides are perfect for business people,
writers, and students at all levels. Written by top experts, they
offer  readers  the  easiest,  most  efficient  strategies  to  master  or
learn a new skill.  All  Schaum's Quick Guides include do's and
don'ts for avoiding common errors, handy checklists, and practice
exercises for building skills quickly.
Reading Essentials, Student Edition provides concise content of
the Student Edition written at a lower grade level, making it per-
fect for struggling readers and ELL students.


