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Over 300 business letter--already written for you! Collections; sales promotions;
applications; employee relations; congratul ations; announcements; appointments;
problem customers; rejections; social events; speaking engagements; suppliers;
sympathy; job offers and more. Let the new third edition of the Handbook of
Business Letters by Roy Poe, help you get added response with ready-to-use
letters that give your message impact. Each full-length letter comes with a brief
analysis of its style, tone and psychology. Use the letters asis--or call up the
letter on the enclosed computer disk, follow the guidelines and adapt it to your
specific situation. You'll even find simple ways to improve your grammar, write
clearly and directly, and use action words that make your ideas come alive.
Eliminate letter-writing drudgery forever!
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Editorial Review

Review
"If you haven't already latched onto The McGraw-Hill Handbook of Business L etters you should be heading
for the bookstore on your way home." -- Utah Building, 8/94

From the Back Cover

THE CLASSIC BESTSELLING GUIDE

Revised, expanded, and updated to meet the demands of doing businessin the Digital Age with sample
letters, e mail, and voice messages.

The McGraw-Hill Handbook of Business L etters

/b> includes everything you need to know to write clear, concise, effective letters for any business situation.
Whether you're creating an in-house memo for your fellow co-workers or specialized correspondence for
customers and clients, this al-in-one guide will show you the proper style, format, and type to use in al your
professional communications. With this comprehensive resource, you can easily access hundreds of sample
letters for awide range of business applications. Y ou can find exactly the right words for the right job and
strike a perfect balance between formal and casual styles. Best of all, you can communicate with confidence-
-and go "write" to the top--in business and in life.

LEARN HOW TO WRITE, DEVELOP, AND IMPROVE:

* Formal business letters * Customer communications * Company-wide memos * Professional cover letters
* Inquiry and request letters * Perfectly formatted faxes* Credit and collection letters * Confirmations and
follow-ups* Announcements and congratulations * Service letters or complaints * Effective e-mail

About the Author

Roy W. Poe is a business education consultant with experience teaching communications in management
development programs and college extension classes. He is the author of The McGraw-Hill Guideto
Effective Business Reports and several business textbooks.

Users Review
From reader reviews:

Charles Alexander:

As people who live in often the modest era should be update about what going on or data even knowledge to
make al of them keep up with the erawhich can be always change and progress. Some of you maybe can
update themselves by examining books. It is agood choice to suit your needs but the problems coming to a
person is you don't know what type you should start with. This The McGraw-Hill Handbook of Business
Lettersis our recommendation so you keep up with the world. Why, because book serves what you want and



need in this era.

Edward Baca:

Often the book The McGraw-Hill Handbook of Business Letters has alot info on it. So when you check out
this book you can get alot of advantage. The book was compiled by the very famous author. This articles
author makes some research previous to write this book. This kind of book very easy to read you can find the
point easily after reading this book.

Neil Dussault:

Y ou could spend your free time you just read this book this reserve. This The McGraw-Hill Handbook of
Business Lettersis simple bringing you can read it in the recreation area, in the beach, train as well as soon.
If you did not include much space to bring the printed book, you can buy typically the e-book. It is make you
better to read it. You can save typically the book in your smart phone. Thusthere are alot of benefits that
you will get when you buy this book.

Candace Hernandez;

That reserve can make you to feel relax. This particular book The McGraw-Hill Handbook of Business

L etters was colorful and of course has pictures on the website. Aswe know that book The McGraw-Hill
Handbook of Business L etters has many kinds or type. Start from kids until youngsters. For example Naruto
or Private eye Conan you can read and believe you are the character on there. So, not at al of book are make
you bored, any it offers up you feel happy, fun and unwind. Try to choose the best book for you personally
and try to like reading that.
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