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Sit down at the keyboard and cinch that deal!   Press the send button and get the account!
Writing skills are more important than ever in determining business success. They can make the difference between climbing the corporate ladder and getting stuck on a low rung. An e-mail that's clear, concise, and targeted will get more than just a response—it will get results...including your boss's attention!    

No matter what the business or sector, top communication skills are in major demand. Why? Because businesses are bogged down with e-mails that are too long, wordy, and unclear. Instead of wasting time rewriting, clarifying, and still miscommunicating, write it once, write it right, and get the job done the first time.    

The Executive Guide to E-mail Correspondence will show you how to rapidly transform basic writing skills into global communications expertise. Geared to the computer-toting professional with little patience for instructions and explanations, The Executive Guide to E-mail Correspondence fills the gap between academic training and real-world writing by providing you with a range of E-mail templates that you can instantly adapt to your business needs. Written in a fresh and lively, here's-how style, The Executive Guide to E-mail Correspondence:    

- Demonstrates the hallmarks of effective business E-mails.  - Features ready-to-use organizational plans.  - Presents quick and easy editing techniques.  - Furnishes before-and-after editing models.  - Focuses on the do's and-don'ts of proficient E-mails.  - Supplies practical writing tips and tricks.    

The Executive Guide to E-mail Correspondence is a must-have book for anyone who wants to fast-forward his or her career in any business or industry.    

       About the Author


   Dawn Michelle Baude is an international corporate speaker specializing in global communications. She has lectured throughout Europe and Asia to businesses and alumni groups alike. An accomplished professional, she has written copy for Gucci perfumes and feature articles for Reader's Digest and Vogue. She also co-authored a self-help best-seller, Savoir Dire Non (Flammarion 2006). In 2000, she began working as a writing consultant for IBM Corp. She holds an M.A., an M.F.A., a D.E.A. and a Ph.D. in English. A 2005-06 Senior Fulbright Scholar in Creative Writing, she teaches at the American University of Paris.      
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Asian Functional Foods (Nutraceutical Science and Technology)CRC Press, 2005

	The consumption of functional foods has emerged as a major consumer-driven trend, based on the needs of an ever-growing health conscious population that wants to exercise greater control over its health. Focusing on an important sector of this rapidly growing field, Asian Functional Foods discusses the theoretical and practical aspects of...
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Apple Pro Training Series: OS X Lion Support Essentials: Supporting and Troubleshooting OS X LionPeachpit Press, 2011


	This book is based on the same criteria that are used for Apple’s official

	training course, Lion 101: OS X Support Essentials 10.7, an in-depth

	exploration of troubleshooting on OS X Lion. It serves as a self-paced

	tour of the breadth of functionality of Lion and the best methods for

	effectively supporting users of Lion...
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Practical Service Level Management: Delivering High-Quality Web-Based ServicesCisco Press, 2003
The web has become a major vehicle for transforming business processes, but ineffective management of web-based services can result in high costs and user dissatisfaction. Service Level Management (SLM) is therefore a competitive weapon in the web marketplace, providing the tools needed to improve performance and reliability of...
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Automotive Electromagnetic Compatibility (EMC)Springer, 2003
This book is an introduction to the subject of EMC for automotive engineers, test engineers and technicians. Its focus is on the practical use and application of EMC concepts. Contents include basic concepts, such as power and signal integrity, antennas and transmission lines, active and passive components, testing, cabling, signal and power...
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Mirosoft Excel Whiz 2002Innovative Training Works, 2003
This book fully covers the Microsoft Office Specialist Excel 2002 Core Certification exam objectives; it is designed to be progressive and modular creating ease of use for beginners yet comprehensive enough as a reviewer.

This book is exactly what you need to increase proficiency on Microsoft Excel 2002.

The book fully covers the...
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Routledge Dictionary of Economics (1st ed)Routledge, 1995

	Compiled to meet the needs of students and professionals in economics, finance, accountancy and business, this wide-ranging, international Dictionary is for everyone who wants an up-to-date resource to the world of economics.


	Key Features

	
		over 4200 comprehensive A to Z entries, from after-hours to z-score,...
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