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Career Press. Paperback. Book Condition: New. Paperback. 288 pages. Dimensions: 10.7in. x 7.9in. x
0.6in.Business writing has been transformed in our era from long, leisurely letters to fast faxes, instant e-mails,
crisp memos, and concise letters. Your reader doesnt have time to waste. And neither do you. Thats where The
Encyclopedia of Business Letters, Faxes, and E-mail can help. Here youll find the most complete and up-to-date
collection of model business correspondence for every conceivable occasion--sample letters, memos, and e-
mails you can use as is or adapt for your own purposes. This invaluable reference contains more than 300
model letters with instructions for adapting each to your particular situation. Letters are organized into
chapters by category, and the detailed table of contents guides you quickly to the letter that best suits your
needs. This revised edition of The Encyclopedia of Business Letters, Faxes, and E-mail contains more help than
ever, including: An expanded introduction to writing letters, faxes, and e-mails, with new tips and advice on the
best use of each Dozens of additional sample e-mail formats to meet todays communication needs Even more
focused, easy-to-remember directions for organizing your thoughts and composing even the toughest kinds of
correspondence Dont go to work without it! This item ships from multiple locations. Your book may arrive from
Roseburg,0OR, La Vergne,TN. Paperback.
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