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Better Grammar In 30 Minutes A
Day
From the creator of the popular website Ask a Manager
and New York’s work-advice columnist comes a witty,
practical guide to 200 difficult professional
conversations—featuring all-new advice! There’s a
reason Alison Green has been called “the Dear Abby of
the work world.” Ten years as a workplace-advice
columnist have taught her that people avoid awkward
conversations in the office because they simply don’t
know what to say. Thankfully, Green does—and in this
incredibly helpful book, she tackles the tough
discussions you may need to have during your career.
You’ll learn what to say when • coworkers push their
work on you—then take credit for it • you accidentally
trash-talk someone in an email then hit “reply all” •
you’re being micromanaged—or not being managed at all
• you catch a colleague in a lie • your boss seems
unhappy with your work • your cubemate’s loud
speakerphone is making you homicidal • you got drunk
at the holiday party Praise for Ask a Manager “A mustread for anyone who works . . . [Alison Green’s] advice
boils down to the idea that you should be professional
(even when others are not) and that communicating in a
straightforward manner with candor and kindness will get
you far, no matter where you work.”—Booklist (starred
review) “The author’s friendly, warm, no-nonsense
writing is a pleasure to read, and her advice can be
widely applied to relationships in all areas of readers’
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lives. Ideal for anyone new to the job market or new to
management, or anyone hoping to improve their work
experience.”—Library Journal (starred review) “I am a
huge fan of Alison Green’s Ask a Manager column. This
book is even better. It teaches us how to deal with many
of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a
sense of humor.”—Robert Sutton, Stanford professor and
author of The No Asshole Rule and The Asshole Survival
Guide “Ask a Manager is the ultimate playbook for
navigating the traditional workforce in a diplomatic but
firm way.”—Erin Lowry, author of Broke Millennial: Stop
Scraping By and Get Your Financial Life Together
The Easiest-to-Use, Most Up-to-Date Grammar
Workbook for Improving Your Daily Communication The
English language is expansive and complex. The rules
are always changing, and grammar advice from a
century or even a few years ago may not apply today. If
you want to communicate with clarity and credibility--if
you want people to focus on what you're saying, rather
than how you're saying it--then you need to use excellent
grammar. Editor, linguistic expert, and self-proclaimed
"grammar cheerleader" Lisa McLendon has spent her
career finding ways to use language effectively and
correctly. Lisa knows that the primary reason people are
uneasy about writing and public speaking is because
they aren't confident in their grammar skills. With The
Perfect English Grammar Workbook Lisa has developed
a simple, well-organized grammar workbook that
demystifies English grammar so you can use it with
confidence and accuracy. In The Perfect English
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Grammar Workbook you'll find: EASY-TO-FOLLOW
LESSONS organized by how we naturally learn--simple
instructions followed by self-directed quizzes
RELEVANT, ENGAGING EXAMPLES that demonstrate
grammar rules with wit, humor, and contemporary appeal
RECENT, UP-TO-DATE RULES based on the English
language we use today A WIDE VARIETY OF
EXERCISES that make learning fun HELPFUL
FEATURES FOR CLASSROOM USE including
standalone answer keys for easy photocopying and colorcoded pages for quick navigation Finding the best
grammar workbook can be difficult. But The Perfect
English Grammar Workbook provides everything you
need to master the rules of grammar with ease and
enjoyment. The Perfect English Grammar Workbook
covers all English grammar rules including: Composition
* Parts of Speech * Sentence Structure * Verbs *
Determiners * Nouns * Adjectives * Prepositions *
Conjunctions * Punctuation * and more.
This pack consists of the Basic English Grammar B
Student Book and the Workbook B. Blending
communicative and interactive approaches with tried-andtrue grammar teaching, Basic English Grammar, Third
Edition, by Betty Schrampfer Azar and Stacy A. Hagen,
offers concise, accurate, level-appropriate grammar
information with an abundance of exercises, contexts,
and classroom activities. Features of Basic English
Grammar, Third Edition: Increased speaking practice
through interactive pair and group work. New structurefocused listening exercises. More activities that provide
real communication opportunities. Added illustrations to
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help students learn vocabulary, understand contexts,
and engage in communicative language tasks. New
Workbook solely devoted to self-study exercises. New
Audio CDs and listening script in the back of the Student
Book.
Whether you long for a sun-filled vacation at
Copacabana or the music and dance at Carnival, you’ll
have more fun if you can speak the language and
participate in the culture! "PORTUGUESE in 10 minutes
a day” teaches you what you’ll need for your travels,
from making reservations to ordering a "caipirinha” and
finding your way around town. Now with a new digital
download, full of engaging computer activities including
interactive Sticky Labels, Flash Cards and more, this
book and software combo is not just another language
book for your shelf; it’s a complete, and fun, hands-on
language learning experience that will help you live your
travel adventures! The "10 minutes a day” Program: The
"10 minutes a day” proven methodology guarantees
success--all you have to do is set aside 10 minutes and
you’ll be on your way. Why 10 minutes a day? Because
10 minutes is doable, it fits easily into your life and it’s
not overwhelming. The program is created so that you
can work at your own pace. You set the pace and you
decide when you’re ready to move to the next Step. The
book is purposely designed to look like a child’s
workbook--it’s not intimidating or overwhelming. Instead,
it’s approachable and engaging for everyone at any age.
The book covers material equivalent to more than a year
of high school Portuguese or the 1st quarter of
Portuguese at university. The vocabulary hones in on
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key essential words that you’ll actually use when
traveling. You’ll learn Key Question Words so you can
ask for what you need; money and numbers so you can
shop and pay bills; directions so you can get to your
destination smoothly, and so much more that will make
your experience abroad enjoyable. Study aids and fun
activities such as word games, puzzles and interactive
modules are academically designed and strategically
interwoven into the program to help you succeed.
Contents include: The 132-page illustrated workbook:
Use the book to guide you, step-by-step, through
learning and speaking Portuguese. Full color throughout:
Visually engages you and is conducive to learning
quickly. Digital download of "10 minutes a day” language
learning software: Use the interactive modules to hear
the words, practice and play, track your score and have
fun! (PC and Mac friendly) 150 Sticky Labels (both in the
book and for your computer): Place the Sticky Labels
around the house and office to learn new words without
any extra time or effort. Use the interactive Sticky Labels
module on your computer to hear the words, review,
keep track of your score and improve. Ready-made
Flash Cards (both in the book and for your computer):
Take the ready-made flash cards with you and review
your vocabulary on the go. Use the interactive Flash
Card module on your computer to hear the words,
practice and test yourself. Cut-out Menu Guide: Practice
at your local restaurant and take it on your trip.
Pronunciation Guide: With the Guide and simple
phonetics above each Portuguese word, it’s easy for
native English speakers to begin speaking Portuguese
Page 5/20

Where To Download Better Grammar In 30
Minutes A Day
with the correct pronunciation. Over 300 "Free Words”:
Sounding similar to their English counterparts, these
Portuguese words take no extra effort to add to your
vocabulary. Glossary of over 2,000 new words,
definitions, and pronunciation: So you can quickly look
up a Portuguese word, its pronunciation and definition.
Online sensation Grammar Girl makes grammar fun and
easy in this New York Times bestseller Are you stumped
by split infinitives? Terrified of using "who" when a
"whom" is called for? Do you avoid the words "affect"
and "effect" altogether? Grammar Girl is here to help!
Mignon Fogarty, a.k.a. Grammar Girl, is determined to
wipe out bad grammar—but she's also determined to
make the process as painless as possible. A couple of
years ago, she created a weekly podcast to tackle some
of the most common mistakes people make while
communicating. The podcasts have now been
downloaded more than twenty million times, and Mignon
has dispensed grammar tips on Oprah and appeared on
the pages of The New York Times, The Wall Street
Journal, and USA Today. Written with the wit, warmth,
and accessibility that the podcasts are known for,
Grammar Girl's Quick and Dirty Tips for Better Writing
covers the grammar rules and word-choice guidelines
that can confound even the best writers. From "between
vs. among" and "although vs. while" to comma splices
and misplaced modifiers, Mignon offers memory tricks
and clear explanations that will help readers recall and
apply those troublesome grammar rules. Chock-full of
tips on style, business writing, and effective e-mailing,
Grammar Girl's print debut deserves a spot on every
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communicator's desk.
The Way of The Linguist, A language learning odyssey.
It is now a cliché that the world is a smaller place. We
think nothing of jumping on a plane to travel to another
country or continent. The most exotic locations are now
destinations for mass tourism. Small business people are
dealing across frontiers and language barriers like never
before. The Internet brings different languages and
cultures to our finger-tips. English, the hybrid language of
an island at the western extremity of Europe seems to
have an unrivalled position as an international medium of
communication. But historically periods of cultural and
economic domination have never lasted forever. Do we
not lose something by relying on the wide spread use of
English rather than discovering other languages and
cultures? As citizens of this shrunken world, would we
not be better off if we were able to speak a few
languages other than our own? The answer is obviously
yes. Certainly Steve Kaufmann thinks so, and in his busy
life as a diplomat and businessman he managed to learn
to speak nine languages fluently and observe first hand
some of the dominant cultures of Europe and Asia. Why
do not more people do the same? In his book The Way
of The Linguist, A language learning odyssey, Steve
offers some answers. Steve feels anyone can learn a
language if they want to. He points out some of the
obstacles that hold people back. Drawing on his
adventures in Europe and Asia, as a student and
businessman, he describes the rewards that come from
knowing languages. He relates his evolution as a
language learner, abroad and back in his native Canada
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and explains the kind of attitude that will enable others to
achieve second language fluency. Many people have
taken on the challenge of language learning but have
been frustrated by their lack of success. This book offers
detailed advice on the kind of study practices that will
achieve language breakthroughs. Steve has developed a
language learning system available online at:
www.thelinguist.com.
In 2010 the first edition of The Best Little Grammar Book
Ever! was published. Readers, including many schools
and colleges, have loved it. Why a second edition?
Grammar standards do evolve and change over time, so
a few things have changed in the past several years. The
second part of this series will be a "little" workbook that
can be used with this book (and either book can be used
alone). The Best Little Grammar Book Ever! contains an
introduction to grammar (parts of speech, phrases,
clauses), common grammar issues, punctuation,
capitalization, word usage, a writing lesson, a final test, a
complete index, and much more.--Page [4] of cover.

This self-teaching instruction workbook (in American
English) helps with:spelling vowels (long, short, and
vowel groups)spelling consonants (including
blends)words with multiple syllablesdistinguishing
between homophonesexamples of tricky proper
nounschallenge spelling lists (could be handy for
upcoming spelling bee competitions)several practice
exercises (with answers to all problems at the back
of the book)suitable for all ages, from about fourth
grade up (including teens or adults)This book avoids
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technical jargon (like diphthongs and phonemes) so
that people of all ages and backgrounds can
understand the ideas. This makes it handy for
English as a second language (ESL) students, or
anyone who isn't fluent with the technical vocabulary
conventionally used to teach spelling and phonics.
(However, for those who would like to learn the
terminology, these terms are collected in an
appendix.)
Better Vocabulary in 30 Minutes a Day offers a lively
and entertaining method for adding a more
impressive list of words to your everyday speech,
and for learning how to use them effortlessly and
accurately. Besides giving definitions, this invaluable
guide provides roots and elements of words so that
you can increase your vocabulary base by
thousands of exciting, new words and use them in
sentences. Sprinkled throughout the book are
fascinating stories about words and origins. Even if
you can't spare 30 minutes a day to learn to speak
and write eloquently, Better Vocabulary in 30
Minutes a Day allows you to custom-design your
learning to take as little as five minutes a day. That's
a small commitment for the lifelong benefit of
speaking and writing better.
Sales and marketing is a fast-paced environment,
and there is never enough time to write good
letters--letters that will communicate, convince, and
close. Sales & Pitch Letters for Busy People will help
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salespeople at every level save time and avoid
having to produce sales and pitch letters from
scratch. Sales & Pitch Letters for Busy People is a
handy, quick-reference guide that not only tells you
how to write virtually any kind of sales pitch letter,
but includes a wide range of samples that you can
easily and quickly adapt and use right now. This
book includes concise, easy-to-use writing tips and
resources that get attention--and results! Packed
with solid writing advice and useful techniques, it
also includes a CD-ROM that contains templates not
only for all of the sample letters included in the text,
but even more. This guide will cut the time you
spend on writing sales, marketing, and pitch letters
in half--and will help you get the results you want
and need. Don't worry about finding the "right" word
or phase, or even the "right" format of your sales
correspondence--the work has been done for you.
Do verb tenses make you tense? Does “affect” vs.
“effect” put you in a panic? Help is here! This easyto-use guide to grammar explains just how the
English language works—especially the many ways it
can trip you up—so you can write and speak with
confidence. You’ll find: •Thorough coverage of key
areas of grammar •Easy-to-understand explanations
and plenty of exercises to test and refine your skills
•An answer key at the back of the book to
encourage you to work at your own pace and check
your answers as you go •A glossary for a quick
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review of any grammatical term discussed in the
book Better Grammar in 30 Minutes a Day allows
you to customize your learning—so you can use it
even if you have as little as five minutes a day to
spare. Like its companion guides in the Better
English series, this book is just what the teacher
ordered—and will have you on your way to being
grammatically correct!
Successful business writing is essential to help you
communicate your ideas. This book enables you to
plan, prepare and express your thoughts in a clear
and persuasive way. There is a guide to good
English and grammar. How to write business letters,
emails, reports, minutes and social media. The book
has lots of exercises and is easy to read.
The 20 lessons in this book can be completed in just
20 minutes a day, quickly and easily teaching
fundamental essay writing, which is essential on final
exams, college entrance exams, and on college
application essays.
The Only Grammar Book You'll Ever Need is the
ideal resource for everyone who wants to produce
writing that is clear, concise, and grammatically
excellent. Whether you're creating perfect
professional documents, spectacular school papers,
or effective personal letters, you'll find this handbook
indispensable. From word choice to punctuation to
organization, English teacher Susan Thurman
guides you through getting your thoughts on paper
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with polish. Using dozens of examples, The Only
Grammar Book You'll Ever Need provides guidelines
for: Understanding the parts of speech and elements
of a sentence Avoiding the most common grammar
and punctuation mistakes Using correct punctuating
in every sentence Writing clearly and directly
Approaching writing projects, whether big or small
Easy to follow and authoritative, The Only Grammar
Book You'll Ever Need provides all the necessary
tools to make you successful with every type of
written expression.
Inspired by the highly popular Math Minutes series, this
book features 100 "Minutes." Each Minute consists of 10
grammar questions for students to complete within a
short time period. This unique format offers students an
ongoing opportunity to improve their own grammar
proficiency in a manageable, nonthreatening manner.
The quick, time format, combines with instant feedback,
makes this a challenging and motivational assignment
students will look forward to each day. Students become
active learners as they apply grammar skills to a variety
of question formats in key areas
Presents a self-instruction program to improve spelling
skills and outlines how to proofread and avoid spelling
errors
The Blue Book of Grammar and Punctuation is filled with
easy-to-understand rules,real-world examples, dozens of
reproducible exercises, and pre- and post-tests. This
handy workbook is ideal for teachers, students in middle
school through college, ESL students, homeschoolers,
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and professionals. Valuable for anyone who takes tests
or writes reports, letters, Web pages, e-mails, or blogs,
The Blue Book offers instant answers to everyday
English usage questions.
A textbook/workbook for learning French quickly, along
with cultural information and practical travel tips. Includes
four audiocassettes.
Make workplace conflict resolution a game that
EVERYBODY wins! Recent studies show that typical
managers devote more than a quarter of their time to
resolving coworker disputes. The Big Book of ConflictResolution Games offers a wealth of activities and
exercises for groups of any size that let you manage
your business (instead of managing personalities). Part
of the acclaimed, bestselling Big Books series, this guide
offers step-by-step directions and customizable tools that
empower you to heal rifts arising from ineffective
communication, cultural/personality clashes, and other
specific problem areas—before they affect your
organization's bottom line. Let The Big Book of ConflictResolution Games help you to: Build trust Foster morale
Improve processes Overcome diversity issues And more
Dozens of physical and verbal activities help create a
safe environment for teams to explore several common
forms of conflict—and their resolution. Inexpensive, easyto-implement, and proved effective at Fortune 500
corporations and mom-and-pop businesses alike, the
exercises in The Big Book of Conflict-Resolution Games
delivers everything you need to make your workplace
more efficient, effective, and engaged.
NATIONAL BESTSELLER • For anyone who wants to
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learn a foreign language, this is the method that will
finally make the words stick. “A brilliant and thoroughly
modern guide to learning new languages.”—Gary
Marcus, cognitive psychologist and author of the New
York Times bestseller Guitar Zero At thirty years old,
Gabriel Wyner speaks six languages fluently. He didn’t
learn them in school—who does? Rather, he learned
them in the past few years, working on his own and
practicing on the subway, using simple techniques and
free online resources—and here he wants to show others
what he’s discovered. Starting with pronunciation, you’ll
learn how to rewire your ears and turn foreign sounds
into familiar sounds. You’ll retrain your tongue to
produce those sounds accurately, using tricks from
opera singers and actors. Next, you’ll begin to tackle
words, and connect sounds and spellings to imagery
rather than translations, which will enable you to think in
a foreign language. And with the help of sophisticated
spaced-repetition techniques, you’ll be able to memorize
hundreds of words a month in minutes every day. This is
brain hacking at its most exciting, taking what we know
about neuroscience and linguistics and using it to create
the most efficient and enjoyable way to learn a foreign
language in the spare minutes of your day.
Who cares about commas, semicolons, dashes, and
hyphens? Well, you should. A misplaced punctuation
mark can confuse physicians and surgeons, cause
thousands of dollars in legal fees, misinform judges,
puzzle bankers, misguide stockbrokers and create lumps
in your pudding. You dont need a teacher with a
mouthful of jargon to help you understand how to make
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yourself clearly understood. Better Punctuation in 30
Minutes a Day will help you teach yourself.

Do you want to learn Norwegian the fast, fun and
easy way? And do you want to master daily
conversations and speak like a native? Then this is
the book for you. Learn Norwegian: Must-Know
Norwegian Slang Words & Phrases by
NorwegianClass101 is designed for Beginner-level
learners. You learn the top 100 must-know slang
words and phrases that are used in everyday
speech. All were hand-picked by our team of
Norwegian teachers and experts. Here’s how the
lessons work: • Every Lesson is Based on a Theme
• You Learn Slang Words or Phrases Related to
That Theme • Check the Translation & Explanation
on How to Use Each One And by the end, you will
have mastered 100+ Norwegian Slang Words &
phrases!
Better Grammar in 30 Minutes a DayRed
Wheel/Weiser
Better Sentence Writing in 30 Minutes a Day
features clear discussions of rules and strategies for
good writing. Concise explanations and an
abundance of exercises reinforce the skills
necessary for strong written communication. From
filling in the blanks to joining short sentences into
longer and more graceful combinations, this book
will improve all writing capabilities. An answer key in
the back encourages self-paced learning.
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Do you want to learn Swedish the fast, fun and easy
way? And do you want to master daily conversations
and speak like a native? Then this is the book for
you. Learn Swedish: Must-Know Swedish Slang
Words & Phrases by SwedishPod101 is designed for
Beginner-level learners. You learn the top 100 mustknow slang words and phrases that are used in
everyday speech. All were hand-picked by our team
of Swedish teachers and experts. Here’s how the
lessons work: • Every Lesson is Based on a Theme
• You Learn Slang Words or Phrases Related to
That Theme • Check the Translation & Explanation
on How to Use Each One And by the end, you will
have mastered 100+ Swedish Slang Words &
phrases!
This self-study introduction to New Testament
Greek--now in a shelf-friendly size--is practical and
easy to use by those who have neither the time nor
the opportunity for a formal seminary Greek course.
The valuable resource teaches the Greek alphabet,
pronunciation, outlines of grammar, and the meaning
of hundreds of New Testament words as well as how
to use Greek dictionaries and other reference books.
The course has proven successful with more than
100,000 copies sold!
This reference contains hundreds of tips, techniques,
and samples that will help readers create the perfect
letter or e-mail no matter what the occasion or
circumstance, or how little time they have.
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Do you use the dictionary more than you think you
should? Are the business memos you write filled with
embarrassing spelling mistakes? Have you received
a lot of low grades on your papers because of poor
spelling? This easy-to-use book not only teaches
you how to avoid misspellings, but also sharpens
your skills so you can recognize spelling errors right
away. You'll write clean English, improve your
grades, and increase your chances for finding a new
or better job.
The engaging, self-guided way to learn how to write
better in English Mastering English grammar can be
a real challenge. But, with a little practice and
patience, you can discover how to communicate
better through self-study in your spare time. The
English Grammar Workbook for Adults is here to
help improve your writing fluency so you can gain
confidence while crafting emails, cover letters,
conducting daily business, and personal
correspondence. No matter your current skill level,
this English grammar workbook has everything you
need to learn essential elements, including nouns,
verbs, adjectives, adverbs, tenses, and beyond.
Then, you'll apply what you've learned to everyday
situations you could encounter at school, at work,
social situations, creative writing, online, and more.
The English Grammar Workbook for Adults features:
Fun & functional--This clear, concise book is
essential for ESL/EFL and other grammar students
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who want to work on writing English. Situational
success--Get expert tips on how grammar applies to
real-world scenarios. Easy to use--Find quick
answers to your English grammar questions using
text boxes and the expanded index in the back of the
book. Learning how to communicate more clearly is
a snap with The English Grammar Workbook for
Adults.
The best-selling workbook and grammar guide,
revised and updated! Hailed as one of the best
books around for teaching grammar, The Blue Book
of Grammar and Punctuation includes easy-tounderstand rules, abundant examples, dozens of
reproducible exercises, and pre- and post-tests to
help teach grammar to middle and high schoolers,
college students, ESL students, homeschoolers, and
more. This concise, entertaining workbook makes
learning English grammar and usage simple and fun.
This updated Twelfth Edition reflects the latest
updates to English usage and grammar and features
a two-color design and lay-flat binding for easy
photocopying. Clear and concise, with easy-to-follow
explanations, offering “just the facts” on English
grammar, punctuation, and usage Fully updated to
reflect the latest rules, along with quizzes and preand post-tests to help teach grammar Ideal for
students from seventh grade through adulthood in
the US and abroad For anyone who wants to
understand the major rules and subtle guidelines of
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English grammar and usage, The Blue Book of
Grammar and Punctuation offers comprehensive,
straightforward instruction.
The Best Grammar Workbook Ever! is a
comprehensive instructional guide for ages 10-110.
It covers grammar basics, common grammar
problems, punctuation, capitalization, and word
usage. In addition to a Pretest and Final Test, there
are more than 100 practice exercises and tests at
the end of each chapter. A complete list of answers
is included in one of the appendixes. Other
appendixes include commonly misspelled words,
commonly mispronounced words, Greek and Latin
word roots, and writing tips. The book is written in a
friendly and easy-to-use tone. There are helpful hints
throughout and a complete index.
Here are hundreds of tips, techniques, and samples
that will help you create the perfect letter (or e-mail!)
no matter what the occasion or circumstance, no
matter how little time you have. A phone call, page,
or text message may be faster, but sometimes only a
letter will do. What do you do when you’re a wizard
of technological communication, but still aren’t sure
what an “inside address” is? Use Everyday Letters
for Busy People as your reference and guide. In no
time, you'll be writing the kind of letters that get
action, build relationships, ease tense situations, and
get your message across. While the authors
understand that writing a good letter takes thought
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and time, they will show you how to make the
process less difficult, less time-consuming, and
much more effective. Everyday Letters for Busy
People includes a wide variety of sample letters you
can use or adapt at a minute's notice: — Business
letters — Complaint letters — Community action letters
— Job-search letters — Letters to government officials
and agencies — Thank-you letters — And many more
In addition, this completely revised and updated
edition of Everyday Letters for Busy People includes
a new section on how to write concise, polite, and
effective e-mails—easier and faster than ever!
Everyday Letters for Busy People will not only help
you to create the sharpest interview follow-up, the
kindest thank you, the most heartfelt condolence,
and the most effective complaint letter, it will also
direct you in proper letter etiquette and help you
become a better writer.
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