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a text for students following a general business commercial or professional examination course that includes letter
writing as a requirement it covers the rules of good writing the structure of the modern business letter and includes

a number of sample letters and exercises

e mail and computer keyboards may have replaced dictation and typewriters in the business world but the
importance of clear and effective written communication has never been greater in her all new book business
writing expert sheryl lindsell roberts offers practical advice on writing messages guaranteed to get results drawing
on her experience leading writing workshops for fortune 500 companies lindsell roberts walks the reader through a
variety of letter writing exercises and shows how a well crafted message can make any writer stand out in the
crowd getting from a blank page or screen to a results oriented message is easy with lindsell roberts s proven six
step process and numerous tips and reminders help make the central point that a successful message should
always focus on what the primary reader needs to know best of all strategic business letters and e mail is
designed to save the user time and effort 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 opening this invaluable book is the first step to
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jump starting effective business communication

this book is a collection of nearly 250 shortened or adapted business letters that were actually emailed faxed or
posted while the letters vary in complexity and length all samples are comprised of straightforward sentences that
upper intermediate readers of english as a second language should have no difficulty understanding and using the
book should also be useful for native english speakers seeking a fundamental approach to written business
communication and for teachers in need of business writing source material and exercises the book is divided into
three parts part 1 letter samples and answers to the exercises usually letter revisions part 2 exercises original

letters situational assignments and sequencing assignments part 3 hotel and travel matters

no one wants to spend hours agonizing over a business letter with this handy quick reference guide readers learn
not only how to write virutally any kind of business letter but gives them a slew of samples they can adapt and

use right now readers can copy the letter just as it is or make a few minor changes personalize it and send it off

incorporate writing instruction in your classroom as an essential element of literacy development while
implementing best practices simplify the planning of writing instruction and become familiar with the common core

state standards of writing

this book is the ultimate single source guide for writing clear effective business documents a comprehensive easy

to use reference book packed with valuable information useful techniques practical tips and guidelines

an interactive cd rom updates this bestseller with sample letters and templates to help readers get all their

correspondence done quickly and painlessly
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table of contentsintroductionletter writing etiquetteclarity of communicationkeep it brief kib tips before you send
your lettercheck for accuracyproper spelling aka english as is spiked careful about the titles correcting your boss s
grammartone of your business letteri am so angry capital letters punctuation and typoshow to address letters
salutationsconclusionnative english speakers author biopublisherintroductionwhen i was studying at the local
management college more than 3 decades ago one of our professors told us students you may become senior
ranking managers as you get promoted to higher ranks in your jobs but if you do not know how to write an
impressive businesslike and thoroughly professional business letter you are going to go nowhere on the ladder to
the top many of us coughed rather sheepishly because according to us we were already managers in our minds
eye and we had a secretary to take our dictation shorthand and rightly business letter for us naturally we woke up
to reality soon after when we began to work on our different jobs and often we had to take care of the
correspondence ourselves some of the letters were too confidential to be handed over to the office typing pool this
was way back in the late eighties and early nineties when letters were still written by hand and sent by mail we
did not know that within the next 15 years the whole world would be tied up with an electronic network and
correspondence would be done by tapping on a keyboard on a desktop screen also this book is not restricted to
letter writing to people in your own country or area in this millennial world today your job is to expand your
horizons and that is why this book is going to tell you all about writing letters in a global context also you are
going to be told something about cultures and traditions and business environments of other lands and people
which may look strange to you but that is the way business writing has been done for millenniums according to
their culture standard of literacy and society many people who are not quite well versed with office etiquette are
under the impression that letter writing is something not very important because after all you are messaging your

clients or you have one stereotyped format which you send out as acknowledgment for every email sent to your
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company with a paragraph telling the client that he is going to be contacted by somebody in the next 12 24 hours
and thank you for getting in touch with us the mail of course has a do not reply address on top you may think
that this is a pretty nifty and modern way of tracking your correspondence but in many parts of the world where
business dealings and environments are still pretty old fashioned a well written letter is quite impressive especially
when the receiver makes his first impression on your correspondence especially when it is a first time letter to his
company i remember way back in 87 when i was at university in a comparatively small town and went to the
market to buy some handmade traditional shoes for which that particular town was famous all over the country

they did not speaking english there

this book teaches you how to write business letters it contains all types of letters that are written in a business
organisation you will learn everything about writing business letters with crystal clear concept and will come to
know the answers of all your questions about business letter writing another special feature of this book is that it
starts from the very basic level the informal letters and formal letters from applications to job application letters
and from business letters to business email the focus is on business correspondence which is dealt in details it is a
must read for the person who has to write business letters and it is equally important to a business professional

also

this book will be a useful reference and workbook and support you to become familiar with commercial
correspondence and facilitate office work in business matters it introduces the specific vocabulary phraseology and
background information to handle business letters and emails at your workplace apart from this you may improve

your business english by many exercises and test yourself key is included
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using this book can slash letter writing time by 80 percent and improve the quality of letters correspondence is one
of the most important tools an executive has to build business relationships and generate profits here are more
than 150 ready made letters that cover every kind of business situation the carefully worded psychology of these
letters puts the recipient in the right frame of mind and generates positive attitudes about the sender all letters
carefully proofread for correct grammar and usage have been selected from actual business letters that have
proven their effectiveness under fire in genuine business situations the introduction provides a mini course in first

class letter writing

the author combines detailed instruction with sound advice and more than 70 model letters that show how to write
clear concise business correspondence model letters include formal business announcements credit applications
inquiry letters sales letters and many more new in this edition are model letters via electronic communication and

pointers for using e mail appropriately in business contexts

author biography nana yaw oppong has worked in varied private sector organisations in administration and human
resource roles both in ghana and the uk he has also taught in higher and further education institutions in ghana uk
and germany his experience from years of producing and managing varied business letters has encouraged him to
put together this book as a resource for learners and practitioners nana holds phd in talent management and
development from the leeds business school uk after his mba from the east london business school uk and a ba
and diploma in education from the university of cape coast ghana he is currently a senior lecturer in human
resource management in the school of business of the university of cape coast ghana he also teaches industrial
relations executive secretarial practice and organisational behaviour his research interests include cross cultural hrm

practices talent management and development and indigenous methods of developing employees with publications
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covering these areas and has also shared knowledge in these area through conference presentations in ghana
greece united kingdom germany australia and hong kong he is as well a consultant in human resource management
and development book description writing business letters is one of the few most frequently performed
administrative managerial duties at our workplaces as almost every business activity involves letter writings and or
memos this makes it an important administrative task yet in many english speaking countries there is not much
emphasis on this important subject in business studies curricula the book is divided into seven sections section one
considers stationery the types and sizes of the paper and other stationery items needed to produce various
business documents with special emphasis on business letters this section also considers the appropriate methods
of storage preservation and issues of stationery items section two tackles parts of a letter the rules regarding their
formation and appropriate positioning on paper while section three deals with some writing rules that need to be
observed to create professional and effective letters and other business documents section four takes readers
through the formation of the letter or what goes into the letter to render it effective it also includes some letter
writing habits to avoid section five covers how letters are written with the help of others subordinates and
considers manuscript writing and dictation management sections six and seven consider some specimen letters
section six deals with specimen letters in the areas of enquiries orders complaints accounts shipping and
forwarding packaging and banking section seven considers personnel letters forming a bulk of the letters covering
job inquiries advertising jobs applications seeking and providing references making job offers probation and
confirmation transfers and promotions grievance and discipline redundancy management meetings separation
request for assistance reservation and appointment this section also focuses on some social letters including
hospitality condolences apology congratulations gratitude and get well messages together there are 174 specimen

letters the letters come with comments on formation content layout and pitfalls to avoid the aim of providing the
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sample letters is for readers to receive some guidance to suit their own purposes or to use the sample letters as

guides to write their own letters

do you wish that you could cut your writing time in half and double the impact do you worry that your business
communications are fuzzy and ineffective do your letters get results or just get recycled add zing to your writing
with writing business letters for dummies get the secrets of powerful letter writing and sidestep the ten reasons
that letters can fail communicate with savvy cut your paper glut and proofread like a pro discover easy step by
step methods to craft correspondence that gets results or try our ready to use letters and e mail messages for all
business occasions from beginning how to write an effective e mail subject line to end remember to sign your

name writing business letters for dummies is your guide to clear persuasive business letters

for anyone who wants to communicate effectively in business this is your complete reference guide for any form of
written communication packed with over 500 sample documents over 100 tips for better business writing and useful
templates you can apply to your writing immediately model business letters will help you put the key rules of good

business writing into action

excerpt from business letters how to write them the ability to write a good business letter is an accomplishment
highly prized in the modem business world many great houses depend upon their correspondence for their business
in such eases the letter writers are most important factors in the organization innumerable occasions arise when a
business house would give almost anything for a good letter to suit the occasion thousands of business men are
striving continuously to improve the style and character of their letters tor all these reasons business

correspondence is a desirable subject of study it can be made to pay large dividends on a small investment of time
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and labor the young man who can write a good letter soon becomes a marked man if not a man of mark he is

sure to be a picked man and if he continues to cultivate the accomplishment he may reap large rewards about the

publisher forgotten books publishes hundreds of thousands of rare and classic books find more at forgottenbooks

com this book is a reproduction of an important historical work forgotten books uses state of the art technology to

digitally reconstruct the work preserving the original format whilst repairing imperfections present in the aged copy

in rare cases an imperfection in the original such as a blemish or missing page may be replicated in our edition we

do however repair the vast majority of imperfections successfully any imperfections that remain are intentionally left

to preserve the state of such historical works
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