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        Email and Commercial Correspondence by Adrian Wallwork Book PDF Summary

        If you write emails and letters as part of your work, then this book is for you. By applying the suggested guidelines, you will stand a much greater chance of getting the desired reply to your emails in the shortest time possible. Some of the key guidelines covered include: Write meaningful subject lines - otherwise recipients may not even open your mail. Always put the most important point in the first line - otherwise the reader may not read it. Be concise and only mention what is truly relevant. Write the minimum amount possible - you will also make fewer mistakes! Be a little too formal than too informal - you don’t want to offend anyone. If you have two long important things to say, say them in separate emails. Give clear instructions and reasonable deadlines. If you need people to cooperate with you, it is essential to highlight the benefits for them of cooperating with you. Empathize with your recipient's busy workload. Never translate typical phrases literally - learn equivalent phrases. The book concludes with a chapter of useful phrases. There is also a brief introduction for trainers on how to teach Business / Commercial English.
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       If you write emails and letters as part of your work, then this book is for you. By applying the suggested guidelines, you will stand a much greater chance of getting the desired reply to your emails in the shortest time possible. Some of the key guidelines covered include: Write 
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        Oxford Handbook of Commercial Correspondence  by A. Ashley

      

       The essential reference guide to writing effective business correspondence and– now revised and updated.
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       Letter, faxes, and emails. Content and style. Complaints and adjustments.
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        Commercial Correspondence  by Albert G. Belding

      

       Download or read online Commercial Correspondence written by Albert G. Belding, published by Unknown which was released on 1905. Get Commercial Correspondence Books now! Available in PDF, ePub and Kindle.
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        Modern English Commercial Correspondence  by Mario A. Santagata

      

       Download or read online Modern English Commercial Correspondence written by Mario A. Santagata, published by HOEPLI EDITORE which was released on 1982. Get Modern English Commercial Correspondence Books now! Available in PDF, ePub and Kindle.
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        International Business Correspondence  by Sinee Sankrusme

      

       International business correspondence is not simply writing or information exchange. It is something that you want others to know about you – to know about your business and the way you deal with business transactions. It is by the way you create your letter that your reader can identify whether you 
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        Modern Commercial Correspondence  by R S N Pillai

      

       For Graduation Courses, Competitive Examinations & Business Executives The book has been revised in accordance with the latest syllabi of different Indian Universities and as per the latest needs. The Whole book has been throughly revised and enlarged: many vital pints have been added. Five new chapters are added to the 
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       Unlike some other reproductions of classic texts (1) We have not used OCR(Optical Character Recognition), as this leads to bad quality books with introduced typos. (2) In books where there are images such as portraits, maps, sketches etc We have endeavoured to keep the quality of these images, so they represent 
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