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Discover how a well-crafted message can make anyone stand out in the crowd.
Contains asimple, six-step process for creating messages that get and hold the
recipients attention. Chapters include Sales and Marketing with Pizzazz,
Successful Job Search and Employment | ssues, Customer Relations and Personal
Business. Specific chapters on such areas as sales and marketing, customer
relations, and personal business offer hundreds of sample |etters, memos, and e-
mail messages that can be used verbatim or with minimal alteration to fit a
particular circumstance. 6 x 9. Global Product Type: Reference Books; Reference
Book Type: Self-Help; Subjects: Business Letters; E-Mails; Age
Recommendation: N/A.
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Editorial Review

From Booklist

This excellent resource has as its foundation the fact that businesses stand to lose billions of dollars because
of the poor business writing generated within their offices. In a handsomely laid-out format, the author
"walks you through" her program for making sure you and yours write business letters (which here include
letters, faxes, e-mail messages, and memos) that help put your best business foot forward. Her program
encompasses a six-step process, from basic groundwork to proofreading; her approachable style and
common sense are evident in her list of 10 reasons |etters fail to do the job aswell as her specific information
on credit-card collection and placing orders. Thisis abook that is not only easy to comprehend but also easy
to adapt to one's own business needs. It is advisable to purchase one copy to circulate and a second copy for
librarians immediate reference use. Brad Hooper

Copyright © American Library Association. All rights reserved

About the Author

SHERYL LINDSELL-ROBERTS runs business-writing and e-mail seminars throughout the country and is
the author of twenty-three books, including the popular Strategic Business Letters and E-mail, Mastering
Computer Typing, Revised Edition, and 135 Tips for Writing Successful Business Documents.

Users Review
From reader reviews:
Erin Marshall:

Do you have favorite book? Should you have, what is your favorite's book? Guide is very important thing for
us to be aware of everything in the world. Each book has different aim or even goal; it means that book has
different type. Some people realy feel enjoy to spend their time for you to read a book. They may be reading
whatever they consider because their hobby will be reading a book. Why not the person who don't like
looking at a book? Sometime, man feel need book once they found difficult problem or perhaps exercise.
Well, probably you will require this Strategic Business Letters and E-mail.

Robert Wilkes:

Inside other case, little persons like to read book Strategic Business Letters and E-mail. Y ou can choose the
best book if you love reading a book. Aslong as we know about how is important the book Strategic
Business Letters and E-mail. Y ou can add understanding and of course you can around the world by the
book. Absolutely right, simply because from book you can realize everything! From your country right up
until foreign or abroad you may be known. About simple point until wonderful thing you may know that. In
this era, you can open abook or perhaps searching by internet system. It is called e-book. Y ou can use it
when you feel fed up to go to thelibrary. Let's learn.


http://localhost/gp/feature.html/?docId=1000027801

Christina Webb:

Reading a publication tends to be new life style in this era globalization. With examining you can get alot of
information that can give you benefit in your life. Along with book everyone in this world may share their
idea. Ebooks can also inspire alot of people. Many author can inspire their particular reader with their story
or even their experience. Not only the story that share in the publications. But also they write about the
knowledge about something that you need example of this. How to get the good score toefl, or how to teach
children, there are many kinds of book that exist now. The authors in thisworld alwaystry to improve their
talent in writing, they also doing some research before they write for their book. One of them is this Strategic
Business Letters and E-mail.

Elizabeth Nicholson:

As a college student exactly feel bored for you to reading. If their teacher inquired them to go to the library
aswell asto make summary for some e-book, they are complained. Just minor students that has reading's
heart and soul or real their pastime. They just do what the instructor want, like asked to go to the library.
They go to presently there but nothing reading really. Any students feel that reading through is not important,
boring as well as can't see colorful pictures on there. Yeah, it isfor being complicated. Book isvery
important for yourself. Aswe know that on this period of time, many ways to get whatever we want.
Likewise word says, many ways to reach Chinese's country. Therefore this Strategic Business Letters and E-
mail can make you really feel more interested to read.
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