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Discover how a well-crafted message can make anyone stand out in the crowd.
Contains a simple, 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 Issues, Customer Relations and Personal
Business. Specific chapters on such areas as sales and marketing, customer
relations, and personal business offer hundreds of sample letters, 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 letters fail to do the job as well as her specific information
on credit-card collection and placing orders. This is a book 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:

Susan Metcalf:

Do you have favorite book? If you have, what is your favorite's book? Book is very important thing for us to
know everything in the world. Each e-book has different aim or perhaps goal; it means that publication has
different type. Some people feel enjoy to spend their a chance to read a book. These are reading whatever
they acquire because their hobby is reading a book. How about the person who don't like reading a book?
Sometime, individual feel need book if they found difficult problem or perhaps exercise. Well, probably you
will require this Strategic Business Letters and E-mail.

Jolie Browne:

The guide with title Strategic Business Letters and E-mail has lot of information that you can learn it. You
can get a lot of help after read this book. This kind of book exist new expertise the information that exist in
this book represented the condition of the world right now. That is important to yo7u to know how the
improvement of the world. That book will bring you inside new era of the syndication. You can read the e-
book on the smart phone, so you can read it anywhere you want.

Cheryl Phelps:

Do you have something that you enjoy such as book? The e-book lovers usually prefer to choose book like

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


comic, small story and the biggest the first is novel. Now, why not seeking Strategic Business Letters and E-
mail that give your pleasure preference will be satisfied through reading this book. Reading habit all over the
world can be said as the way for people to know world much better then how they react towards the world. It
can't be claimed constantly that reading habit only for the geeky man but for all of you who wants to be
success person. So , for all of you who want to start examining as your good habit, you can pick Strategic
Business Letters and E-mail become your own starter.

Shawn Martinez:

Is it an individual who having spare time then spend it whole day through watching television programs or
just lying down on the bed? Do you need something totally new? This Strategic Business Letters and E-mail
can be the response, oh how comes? A book you know. You are so out of date, spending your spare time by
reading in this completely new era is common not a nerd activity. So what these ebooks have than the
others?
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