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The global best-selling companion to the fundamentals of business correspondence.
Over 350,000 copies sold! In business, communication counts. Clear and
well-structured letters, documents and e-mails can deliver better results, with speed
and accuracy. The words that you use, and the way that you present them, also send
important signals about you and your business to your customers, colleagues and
business partners. So make sure youre sending the right ones. Model Business Letters
is a practical and comprehensive guide to help you get more value from your business
communication. In this book you will find over 500 sample documents for a wide range
of business situations, easy to use examples and practical advice on content, language
and style. Model Business letters will help you to put the key rules of good business
writing into action, and a framework for creating clear and effective business
communication, including: How to present business documents correctly and clearly
how to structure your communication for maximum results how to make your email
work for you model examples for a range of business communication needs 100
top-tips for better business writing If you want your business to be a model of
successful communication, Model Business Letters will be a valuable companion.
Features Exceptional writing skills are vital in today's business environment speed is
often the key to successful business negotiations and this means that managers often
have to construct their own business documents on their desktop or laptop. This book
speaks foritself as a bestselling title with all time sales of the 5th edition currentl
totalling over 77,000. Shirley Taylor is author of several popular, best-selling books;
Communication for Business, Essential Communication Skills and Pocket Business
Communicator.
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