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Kevin WILSON, Jennifer WAUSON : The AMA Handbook of Business Documents: Guidelines and Sample 
Documents That Make Business Writing Easy  before purchasing it in order to gage whether or not it would be 
worth my time, and all praised The AMA Handbook of Business Documents: Guidelines and Sample Documents That 
Make Business Writing Easy: 

1 of 2 people found the following review helpful. Four StarsBy S. M. HarrisVery helpful reference book3 of 3 people 
found the following review helpful. Handy reference for the corporate communicator or marketing professionalBy 
Susanna HutchesonEvery written document used by a business, from a simple email message to the website, should be 
written with care. There are ways to write each document that will make your business either look great or quite bad. 

http://f3db.com/pub/links.php?id=B004YD6SPA


Every document that leaves your desk or your employee's desks need to be written according to certain formats and 
rules that have, over time, proven effective.That's where this book comes in.Included are sample sales letters, surveys 
and press releases among many other documents. I found them all to be quite professional and well done. Even rules 
for subject lines are included.If you want your business to look professional and you want to make a good impression, 
you will benefit from having a copy of this book.-- Susanna K. Hutcheson0 of 1 people found the following review 
helpful. Five StarsBy She shopsOrdered it because I needed it for school

Need to put it in writing? Donrsquo;t type a word without this crucial resource! Your companyrsquo;s identity, 
products, services, and strengths are all represented by its written communications. From business plans and sales 
presentations to newsletters and e-mail marketing, the way the company comes across on a page or screen can make 
the difference between big success and big trouble. The AMA Handbook of Business Documents takes the guesswork 
out of preparing firstclass written pieces of every type. Packed with dozens of sample documents and practical tips, 
this handy guide is everything you need to create: Proposals bull; Memos bull; E-mails bull; Press releases bull; 
Collection letters bull; Speeches bull; Technical, research and lab reports bull; Sales letters bull; Policies and 
procedures bull; Warning letters bull; Announcements bull; And much more Suited equally to executives, 
entrepreneurs, managers, and administrative staffmdash;anyone charged with putting a businessrsquo;s intentions into 
wordsmdash;The AMA Handbook of Business Documents is a versatile, powerful, and indispensable toolbox.

"This book should be a useful tool for any office." - Office Pro magazine From the Back Cover Regardless of how 
much or how little you write on the job, every word you put on paper or screen has the potential to build, enhance, 
damage or destroy your businessrsquo;s reputation and market standing. But who today has the time to do a first-class 
writing job for all manner of business documentsmdash;without a little help? With practical, crystal-clear guidelines 
and dozens of sample documents, The AMA Handbook of Business Documents takes the guesswork and mediocrity 
out of all of your written communications. Organized as an instant-reference tool you can count on whenever 
yoursquo;re putting something in writing, this lifesaving resource will help you sell, buy, inform, report, announce, 
propose, hire, fire, remind, get paid, and do everything else that defines your work and propels your business and 
career toward their goals. Inside yoursquo;ll find a wealth of sample documents and short, easy-to-apply guidelines for 
creating your own, including: Abstracts * Letters of Application * Complaint Letters * Memos * Proposals * Inquiry 
Letters * Follow-up Letters * Collection Letters * Emails * Reference Letters * Progress and Activity Reports * 
Policies and Procedures * Lab Reports * Grant Proposals * Press Releases * Newsletters * Job Offer Letters * 
Warning Letters * Sales Letters * Training Manuals * Speeches and Oral Presentations * Product Specifications * 
Summaries * Surveys * and many, many more. Wilsonrsquo;s and Wausonrsquo;s The AMA Handbook of Business 
Writing has been hailed by Library Journal as ldquo;a highly relevanthellip; and authoritative work.rdquo; Like that 
book, this one is an indispensable resource for anyone responsible for putting a businessrsquo;s intentions into words. 
And at a fraction of the price, The AMA Handbook of Business Documents gives you the core essentials when you 
need themmdash;nowmdash;so that you and your team can execute powerful, professional, foolproof documents 
quickly, consistently, and confidentlymdash;every time. Kevin Wilson and Jennifer Wauson are Vice President and 
President, respectively, of Videologies, Inc., in Acworth, Georgia. The firm specializes in training and corporate 
communications. Mr. Wilson is also a writer, instructional designer, and training consultant. Ms. Wauson is a training 
consultant, project manager, video producer, and director. Together they are the authors of Administrative 
Assistantrsquo;s and Secretaryrsquo;s Handbook and The AMA Handbook of Business Writing. About the Author 
KEVIN WILSON is an instructional designer, training consultant, and vice president of Videologies, Inc., which 
specializes in training administrative professionals. JENNIFER WAUSON is a training consultant, project manager, 
and president of Videologies, Inc. They are the authors of Administrative Assistantrsquo;s and Secretaryrsquo;s 
Handbook and The AMA Handbook of Business Writing. 


