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This workbook, with its practical hands-on
guides, will help you improve your
business writing.  It offers tips, strategies
and guides to help improve your efficiency
and effectiveness as a writer.    Insights
into the behaviors of effective writers, and
how to develop them  Approaches for
improving your editing to achieve stronger
business tone/style  Guides to deconstruct
and understand common types of business
messages: email writing, good news
messages, bad news messages, persuasive
messages, and executive summaries  Good
and bad examples of business messages
taken from current events
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