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Shirley Taylor : Model Business Letters, Emails and Other Business Documents  before purchasing it in order to 
gage whether or not it would be worth my time, and all praised Model Business Letters, Emails and Other Business 
Documents: 

0 of 0 people found the following review helpful. Letters are pretty standard but you can get that from Microsoft 
Outlook ...By robin georgeWanted more examples of emails. Index and Table of Contents does not necessarily put it 
where one would guess. Letters are pretty standard but you can get that from Microsoft Outlook and save the money.1 
of 1 people found the following review helpful. Five StarsBy hisgraciousgiftit's short sweet, easy to 'digest'3 of 3 
people found the following review helpful. Great for the officeBy Denning99It is a great tool for the office. Easy to 
use an understand. Letter writing tips, spelling, and punctuation at your fingertips.

http://f3db.com/pub/links.php?id=B015T2TQZ8


For anyone who wants to communicate effectively in business,this is your complete reference guide for any form of 
written communication.nbsp;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.

From the Back CoverWith over 450,000 copies sold worldwide, Model Business Letters has firmly established itself 
as the definitive guide to clear and effective business writing.nbsp;This seventh editionnbsp;has been completely 
revised and updated to reflect thenbsp;significant changes in business communication over recent years. This book 
containsnbsp;over 300 sample documents,nbsp;easy to usenbsp;examples and practical advice on content, language 
and style. It willnbsp;help you to: master modern business writing for any occasion develop great working 
relationshipsnbsp; use email effectively and write clear, concise messagesnbsp; write for websites, blogs and social 
media compose creative and persuasive documents nbsp; "Shirley teaches in a practical and fun way how to ditch the 
dinosaur clicheacute;s that have no place in modern business writing. There is never a dull moment in her workshops. 
She has done the same with the 7th edition of her best-selling book Model Business Letters. It's a must-have for 
everyone who wants to write clear and persuasive business documents." Alex Tan, HR Manager, Singapore nbsp; 
"With our communication today becoming more and more faceless, our writing is more important than ever. Shirley's 
emphasis on building relationships through effective writing is really essential. In this 7th edition of her popular book, 
Shirley has given us a practical reference guide providing all the guidance we need as well as samples we can adapt. 
The new sections on email, social media and online writing are really useful too." Stephen Choo, PhD, Director and 
Regional Head of Insight, ASEAN, Hay Group nbsp; "In her workshops, Shirley has such a friendly and interactive 
approach that makes everyone feel comfortable. She has done the same in the 7th edition of her popular book, writing 
in a simple, clear way and giving practical examples." Carmelia Ng, Organisation Development Manager, Fuji Xerox 
Singapore 


