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Packed with over 500 sample documents, over 100 tips for better business
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Editorial Review
From the Back Cover

With over 450,000 copies sold worldwide, Model Business Letters has firmly established itself as the
definitive guide to clear and effective business writing. This seventh edition has been completely revised and
updated to reflect the significant changesin business communication over recent years.

This book contains over 300 sample documents, easy to use examples and practical advice on content,
language and style. It will help you to:

e master modern business writing for any occasion
develop great working relationships

use email effectively and write clear, concise messages
write for websites, blogs and social media

compose creative and persuasive documents

"Shirley teachesin a practical and fun way how to ditch the dinosaur clichés that have no place in modern
business writing. Thereis never adull 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

"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

"In her workshops, Shirley has such afriendly and interactive approach that makes everyone feel
comfortable. She has done the same in the 7th edition of her popular book, writing in asimple, clear way and
giving practical examples.”

Carmelia Ng, Organisation Development Manager, Fuji Xerox Singapore

Users Review

From reader reviews:



Mary Gale:

Here thing why this Model Business Letters, Emails and Other Business Documents (7th Edition) are
different and trusted to be yours. First of all examining a book is good nevertheless it depends in the content
than it which isthe content is as tasty as food or not. Model Business L etters, Emails and Other Business
Documents (7th Edition) giving you information deeper and in different ways, you can find any reserve out
there but there is no guide that similar with Model Business Letters, Emails and Other Business Documents
(7th Edition). It gives you thrill examining journey, its open up your own personal eyes about the thing this
happened in the world which is probably can be happened around you. It is possible to bring everywhere like
in park your car, café, or even in your way home by train. When you are having difficulties in bringing the
branded book maybe the form of Model Business Letters, Emails and Other Business Documents (7th
Edition) in e-book can be your aternate.

Maria Gardner:

This book untitled Model Business L etters, Emails and Other Business Documents (7th Edition) to be one of
several books that will best seller in this year, that is because when you read this e-book you can get alot of
benefit onit. You will easily to buy this specific book in the book retail outlet or you can order it viaonline.
The publisher on this book sells the e-book too. It makes you more easily to read this book, because you can
read this book in your Smart phone. So there is no reason for you to past this e-book from your list.

Edward Strode:

The actual book Model Business Letters, Emails and Other Business Documents (7th Edition) will bring that
you the new experience of reading the book. The author style to elucidate the ideaiis very unique. If you try
to find new book you just read, this book very ideal to you. The book Maodel Business Letters, Emails and
Other Business Documents (7th Edition) is much recommended to you to see. Y ou can also get the e-book
from official web site, so you can more readily to read the book.

Kevin Blais:

The guide with title Model Business L etters, Emails and Other Business Documents (7th Edition) has alot of
information that you can discover it. Y ou can get alot of help after read this book. This book exist new
expertise the information that exist in this guide represented the condition of the world right now. That is
important to yo7u to learn how the improvement of the world. This book will bring you in new era of the
globalization. Y ou can read the e-book on your smart phone, so you can read it anywhere you want.
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