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5 of 5 people found the following review helpful. A thorough informative refresher.By Hung PhamThis book has
helped me to polish my writings and has increased the likelihood twice more of having responses from my clients and
contacts. Even though | have known my grammar well, this book was well worthwhile to have in my collection. Every
now and then, | consult it and it just does not fail me.3 of 3 people found the following review helpful. Great reference
bookBy Mom2furfacesThisis agreat book for anyone needing to compose professional correspondence. It provides
lots of helpful tips and includes many examples. | didn't realize how much | had forgotten until | read this book! |
bought additional copies for people who work for and with me. Highly recommended.O of O people found the
following review helpful. Excellent resourceBy Mall The book came quickly, and what exactly what | needed for class.
| have used it as a reference book ever since.

Based on the actual writing and speaking styles of leading business executives worldwide, this book features easy-to-
follow instructions and techniques for preparing polished written documents and writing and speaking in an articul ate
manner. Focusing on how leading business professionals really communicate, the basics of writing and speaking,
including traditional grammar and speaking dos and don'ts, are covered. Examined are the particular stylesin which
business professionals communicate with each other and how to develop a personal professional style. Featured are
special sections on writing memos, offer letters, e-mails, and other business documents that business professionals
need to master. About the AuthorAlicia Abell has edited and written for such publications as U.S. News and World
Report, Washingtonian, and Motley Fool. Sheis an editor for America Online's news service and the author of Tools
for the Direct Access Trader. Shelivesin Arlington, Virginia. Aspatore Books provides professionals of all levels with
proven business intelligence from industry insiders. They are located in Boston, M assachusetts.
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