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EMAIL AND COMMERCIAL CORRESPONDENCE: A GUIDE TO
PROFESSIONAL ENGLISH

Springer. Paperback. Book Condition: New. Paperback. 164 pages. Dimensions: 9.0in. x 6.0in. x 0.5in.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 dont want to oGend 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 recipients 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. This item ships from multiple locations. Your book may arrive from
Roseburg,OR, La Vergne,TN. Paperback.
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Do n t L in e Th eir Po ckets With  Go ld  L in e Y o u r Ow n  A  Small  H o w  To  Bo o k o n                                      
L iv in g L arge   
Madelyn D R Books. Paperback. Book Condition: New. Paperback. 106 pages. Dimensions:
9.0in. x 6.0in. x 0.3in.This book is about my cousin, Billy a guy who taught me a lot over the
years and who...
Sav e Do cu men t »   

To o  Old  f o r M o to r Racin g:  A  Sh o rt Sto ry  in  C ase I Did n t L iv e L o n g En o u gh  to                                          
Fin ish  Writin g a L o n ger On e      
Balboa Press. Paperback. Book Condition: New. Paperback. 106 pages. Dimensions: 9.0in. x
6.0in. x 0.3in.We all have dreams of what we want to do and who we want to become. Many of
us eventually decide...
Sav e Do cu men t »   

Su mmer Fit  Presch o o l to  Kin d ergarten  M ath ,  Read in g,  Writin g,  L an gu age A rts                             
Fitn ess,  N u tritio n  an d  Valu es        
Summer Fit Learning. Paperback. Book Condition: New. Paperback. 160 pages. Dimensions:
10.6in. x 8.3in. x 0.5in.Summer Fit Activity Books move summer learning beyond academics to
also prepare children physically and socially for the grade ahead....
Sav e Do cu men t »   

Th e Day  I Fo rgo t to  Pray    
Tate Publishing. Paperback. Book Condition: New. Paperback. 28 pages. Dimensions: 8.7in. x
5.8in. x 0.3in.Alexis is an ordinary five-year-old who likes to run and play in the sandbox. On
her first day of Kindergarten, she...
Sav e Do cu men t »   

DK Read ers A n imal H o sp ital L ev el 2  Begin n in g to  Read  A lo n e                
DK CHILDREN. Paperback. Book Condition: New. Paperback. 32 pages. Dimensions: 8.9in. x
5.8in. x 0.1in.This Level 2 book is appropriate for children who are beginning to read alone.
When Jack and Luke take an injured...
Sav e Do cu men t »   
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