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Send—the classic guide to email for office and home and an instant success upon its publication in 2007—has become indispensable for readers navigating the impersonal, and at times overwhelming, world of electronic communication. Filled with real-life email success (and horror) stories and a wealth of useful and entertaining examples, Send dissects all the major minefields and pitfalls of email. It provides clear rules for navigating today’s hot-button issues, from bccs and salutations to emoticons and subject lines. It offers essential strategies to help you both better manage the ever-increasing number of emails you receive and improve the ones you send.

In this revised and updated edition, David Shipley and Will Schwalbe have added a new introduction and two new chapters—“Handheld Etiquette” about BlackBerrys, iPhones, etc., and “Secrets to Keep Email from Taking Over Your Life,” an important issue for more and more people. Send is now more than ever the essential book about email for businesspeople and professionals everywhere.

About the Author

David Shipley is the deputy editorial page editor and Op-Ed page editor of The New York Times. Previously, he was a senior presidential speechwriter in the Clinton administration. He lives in New York.

Will Schwalbe is the former vice president, editor in chief of Hyperion books. Prior to that, he was a journalist, writing for such publications as The New York Times, Insight for Asian Investors, and Business Traveller. He now works in new media and lives in New York.
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Symbolic Data Analysis: Conceptual Statistics and Data Mining (Wiley Series in Computational Statistics)John Wiley & Sons, 2007

	With the advent of computers, very large datasets have become routine. Standard statistical methods don’t have the power or flexibility to analyse these efficiently, and extract the required knowledge. An alternative approach is to summarize a large dataset in such a way that the resulting summary dataset is of a manageable size and yet...
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CCENT: Cisco Certified Entry Networking Technician Study Guide: ICND1 (Exam 640-822 With CD)Sybex, 2008
Expert exam prep from leading Cisco authority Todd Lammle
    Start your preparation here for Cisco's new CCENT entry-level networking certification, your entry point into Cisco's popular CCNA certification track. This comprehensive study guide from leading Cisco authority Todd Lammle thoroughly prepares you for the...
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Digital Photography: The Missing ManualPogue Press, 2006
Digital Photography: The Missing Manual helps you to take beautiful digital pictures --  of your baby, your trip to Paris, your new pet iguana--and then share the stunning results with your friends and family. Spiked with the advice and humor that are trademarks of the Missing Manual series, this book shows you how to:

Master your...




	[image: ][image: MCSE Exam 70-296 Study Guide and DVD Training System]

MCSE Exam 70-296 Study Guide and DVD Training SystemSyngress Publishing, 2003
So you want to be a Microsoft Certified Systems Engineer for Windows Server 2003? Not a bad idea.To stay competitive in today’s competitive IT world, you must not only possess the knowledge necessary to do your job, but you must also be able to prove to your employer (or potential employer) that you have the abilities and knowledge.The best...
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House of Spies: A Novel (Gabriel Allon)Harper Perennial, 2017

	#1 NYT Bestseller


	#1 USA Bestseller


	#1 WSJ Bestseller


	From the #1 New York Times bestselling author of The Black Widow comes the thrilling...
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AutoCAD 2015 and AutoCAD LT 2015: No Experience Required: Autodesk Official PressSybex, 2014

	Learn AutoCAD by example with this tutorial-based guide from Autodesk Official Press


	Whether you are just starting out or an experienced user wanting to brush up on your skills, this Autodesk Official Press book provides you with concise explanations, focused examples, and step-by-step instructions through a hands-on...
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