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advantage.' James O'Keefe, Head of Communications Planning, Lloyds
Banking Group YOUR ESSENTIAL GUIDE TO BUSINESS WRITING The
FT Essential Guide to Business Writing gives you the critical knowledge
you need to make your writing more convincing, compelling and
persuasive. It will also help you develop your writing skills for the future
by showing you how to coach yourself so you can consistently improve
your performance. This concise, practical guide shows you exactly how to
produce writing that has both style and substance, which captures your
reader's attention, and presents an irresistible call to action. If you follow
its guidance, your writing will sizzle off the page and get you the results
you want. FINANCIAL TIMES ESSENTIAL GUIDES: THE KNOW-HOW
YOU NEED TO GET THE RSULTS YOU WANT
The Smart Guide to Business Writing -

101 Ways to Better Business Writing - Timothy R. V. Foster
1996-01-01
Do you need to improve an area of your business skills? Do you need a
quick source of information? Each title contains 101 ways in which to
learn and improve new skills to make you a success at work and at home.
Awarded the Clear English Standard by the Plain Language Commission.
The Financial Times Essential Guide to Business Writing - Ian Atkinson
2012
'It's a fascinating subject - and a fascinating book. Without doubt, it's one
of the best guides on business writing available today, expertly written
and with clear, understandable guidance throughout. It will supercharge
your writing and fast-track your business success.' Kate Allen, Head of
UK & Ireland Marketing, BP Castrol 'Every serious business professional
should have a copy of this book; it's an absolute godsend. One of the
three business books I always have on my desk to refer to, it's worth its
weight in gold. In fact it's worth its weight in saffron.' Sheridan
Thompson, CRM Director, The Walt Disney Company 'I loved this book.
So many important business decisions are still made - and swayed - by
writing. So if you can harness style, structure, substance and the
psychology of persuasion in your writing, you've got a powerful business
business-writing-tips-for-easy-and-effective-results

Ultimate Guide to Business Writing - Julian Maynard-Smith
2021-03-15
The Ultimate Guide to Business Writing is a comprehensive guide on how
to write any kind of business document. Written clearly in an engaging
voice, it explains in depth the whole process: from determining
objectives to establishing readers’ needs, conducting research, outlining,
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and designing a template; to writing the first draft; to editing for
meaning, accuracy, concision, style and emotional impact; to creating
glossaries and indices; to proofreading and working with reviewers. The
book also explains how to exploit the psychology of perception and
motivation, collaborate effectively with business colleagues, manage
documents holistically across an organisation, and deal with the other
everyday practicalities of managing knowledge in a corporate
environment. Every section of the book is packed with questions to
stimulate thinking and generate meaningful answers, and dozens of
examples of what works and why. The book’s also rich in practical
examples drawn from real life, anecdotes, humour, and visual aids. But
the advice isn’t just practical and anecdotal: it’s also rigorously
supported by scientific evidence from notable linguists and psychologists
such as Steven Pinker, Daniel Goleman and Yellowlees Douglas. And
anyone keen to explore further will benefit from the bibliography and
links to videos and other online resources. The book is ideal not just for
professional business writers, such as editors, technical writers,
copywriters and creative directors; it’s also suitable for anyone whose
job requires them to write, whether it’s something as simple as an email
or as complex as a set of policies or a handbook.
Effective Business Writing - Marcia Dennis 2008

origin. Did you know that jukebox comes from Gullah and canoe from
Haitian Creole? Many of our greatest writers have invented words and
bequeathed new expressions to our eveyday conversations. Can you
imagine making up almost ten percent of our written vocabulary?
Scholars now know that William Shakespeare did just that! He also
points out the pitfalls and pratfalls of English. If a man mans a station,
what does a woman do? In the "The Department of Redundancy
Department," "Is English Prejudiced?" and other essays, Richard Lederer
urges us not to abandon that which makes us human: the capacity to
distinguish, discriminate, compare, and evaluate.
Business Writing Clear and Simple - 2007
In 2006, truck drivers held about 2.9 jobs in the United States. In this
growing occupation, over 258,000 new jobs are expected to arise in the
United States between 2006 and 2016. Contending forms of freight
transportation create a high demand for commercial truck drivers, which
also steers competition among the increasing number of prospective
drivers. CDL includes a complete review of field-specific skills and
knowledge required to pass the exam, a comprehensive introduction to
the nature of the job, and requirements and regulations for licensure.
The Truth About the New Rules of Business Writing - Natalie
Canavor 2009-12-16
Give yourself a powerful competitive advantage by becoming a better
business writer. Better writers get better jobs and more promotions; they
persuade people through emails, Web sites, presentations, proposals,
resumes, grant proposals, you name it. Businesses know this: that's why
they spend $3 billion a year helping their employees become more
effective writers. The Truth About the New Rules of Business Writing
shows you how to master the art of effective business communication
replacing the old standards of jargon, pomposity, and grammar drills
with a simple, quick and conversational writing style. Authors Natalie
Canavor and Claire Meirowitz demonstrate how to plan and organize
your content; make your point faster; tell your readers what's in it for
them; construct winning documents of every kind, print and electronic,
even blog entries and text messages! The Truth about the New Rules of

Business Writing That Counts! - Julie Miller 2007-02
"Includes special section: Business writing that sells"--Sticker on cover.
The Miracle of Language - Richard Lederer 2010-05-11
Master verbalist Richard Lederer, America's "Wizard of Idiom" (Denver
Post), presents a love letter to the most glorious of human
achievements... Welcome to Richard Lederer's beguiling celebration of
language -- of our ability to utter, write, and receive words. No purists
need stop here. Mr. Lederer is no linguistic sheriff organizing posses to
hunt down and string up language offenders. Instead, join him "In Praise
of English," and discover why the tongue described in Shakespeare's day
as "of small reatch" has become the most widely spoken language in
history: English never rejects a word because of race, creed, or national
business-writing-tips-for-easy-and-effective-results
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Business Writing brings together the field's best knowledge, and shows
exactly how to put it to work. With an "aha" on every page, it presents
information in a clear, accessible style that's easy to understand and use.
Written in short chapters, it covers the entire field, cuts to the heart of
every topic, pulls back the curtain on expert secrets, and pops the bubble
of commonly-held assumptions. Simply put, this book delivers easy,
painless writing techniques that work.
How to Write a Sentence - Stanley Fish 2011-01-25
“Like a long periodic sentence, this book rumbles along, gathers steam,
shifts gears, and packs a wallop.” —Roy Blount Jr. “Language lovers will
flock to this homage to great writing.” —Booklist Outspoken New York
Times columnist Stanley Fish offers an entertaining, erudite analysis of
language and rhetoric in this delightful celebration of the written word.
Drawing on a wide range of great writers, from Philip Roth to Antonin
Scalia to Jane Austen and beyond, Fish’s How to Write a Sentence is
much more than a writing manual—it is a penetrating exploration into
the art and craft of sentences.
Learn Good Business Writing and Communication (Collection) Natalie Canavor 2013-08-08
The Truth About the New Rules of Business Writing shows you how to
master the art of effective business communication replacing the old
standards of jargon, pomposity, and grammar drills with a simple, quick,
and conversational writing style. Authors Natalie Canavor and Claire
Meirowitz demonstrate how to plan and organize your content, make
your point faster, tell your readers what's in it for them, construct
winning documents of every kind--print, electronic, and even blog entries
and text messages! The Truth about the New Rules of Business Writing
brings together the field's best knowledge and shows exactly how to put
it to work. With an "aha" on every page, it presents information in a
clear, accessible style that's easy to understand and use. Written in short
chapters, it covers the entire field, cuts to the heart of every topic, pulls
back the curtain on expert secrets, and pops the bubble of commonlyheld assumptions. Simply put, this book delivers easy, painless writing
techniques that work. ¿ FranklinCovey Style Guide: For Business and
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Technical Communication can help any writer produce documents that
achieve outstanding results. Created by FranklinCovey, the worldrenowned leader in helping organizations enhance individual
effectiveness, this edition fully reflects today's online media and global
business challenges. The only style guide used in FranklinCovey's own
renowned Writing AdvantageTM programs, it covers everything from
document design and graphics to sentence style and word choice. This
edition includes extensive new coverage of graphics, writing for online
media, and international business English.
How to Write Effective Business English - Fiona Talbot 2016-02-03
How to Write Effective Business English gives guidance to both native
and non-native English speakers on how to express yourself clearly and
concisely. With case studies and real-life examples that demonstrate how
English is used internationally in business, and full of ideas to help you
get your communications right first time, this book sets the scene for
describing the benefits of good Business English, ideal for multinational
companies where communication is a priority. For native English
speakers, it may mean un-learning things you were taught at school and
learning how to save time by getting to the point more quickly in emails;
for elementary to immediate English speakers, it focuses on the areas
that are easy to get wrong. How to Write Effective Business English uses
real-life international business scenarios to develop your skills and
provide you with some answers that even your boss might not know. You
will learn a system to help you quickly and easily write emails, letters,
CVs and more. Featuring sections on punctuation and grammar,
checklists to help assess progress and now with a new chapter on how to
write effectively for social media, How to Write Effective Business
English has been praised by both native and non-native writers of
English as an indispensable resource.
How to Say it Business Writing that Works - Adina Gewirtz 2007
A practical manual introduces a simple and effective ten-step program
for developing persuasive and successful business writing, explaining
how to determine the proper audience, select the most effective words,
create polished prose, and more. Original.
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business environment but little help out there to do so efficiently,
resulting in wasted time and uncomfortable business communication.
This book provides a wealth of practical information for any person who
aims to produce short, effective documents within the work environment.
It offers sensible, valuable and helpful rules for producing effective short
reports, memos, letters and e-mails that are clear, concise and easy to
read for the busy manager or supervisor working in the demanding
setting of modern industry or commerce. But it goes further: not only are
rules provided for the inexperienced business writer, but models are
proposed which provide solutions for a whole host of business situations
– providing help, support and encouragement for the many thousands of
business writers who need to feel confident in their writing.
Can Do Writing - Daniel Graham 2009-04-20
A simple, ten-step system for mastering the art of effective, persuasive
business or technical writing "The Grahams' system is the best way to
transform data and ideas into meaningful information necessary to make
profitable decisions. Their system works every time." —Steven Laposa,
PhD, MBA, Loveland Commercial Endowed Chair in Real Estate,
Colorado State University "The Grahams' straightforward program helps
my teams create clear and concise reports, letters, and other documents
with minimal effort. I want this program to become the standard for my
teams." —Bill Walter, Senior Vice President, Government and
Infrastructure Division, KBR "The Can Do Writing system made my
career! I used it to write a winning business plan and proposal, and now I
use it every day for all communications. Can Do Writing provides
valuable insights into business and management as well as writing
techniques." —Christian Robey, President, DC Progress You may be an
expert at what you do, but if you can't communicate effectively in writing
it may not matter. For scientists, businesspeople, and professionals in
fields from engineering to public relations, the art of writing well can be
a vital key to professional success. Luckily, you don't need an English
degree to produce top-class writing. If you're one of the millions of
people who have to write clear, persuasive, understandable documents
for your job, Can Do Writing is for you. Whether you're writing a

10 Steps to Successful Business Writing - Jack E. Appleman 2008
A guide to sucessful business writing offers a ten-step way to improve
communications describing how to organize material, construct clear
sentences, choose the right tone, and edit and refine writing.
Clean, Concise Writing - Ashan R. Hampton 2021-06-08
What is clean writing? Whatever you write should be clear and
understandable to most readers. Clean copy consists of text that is
logical and free of extra words that might muddy its meaning. Whether
for business, academics or social media, it is important to shape
sentences in a way that is concise and compelling. In particular, "Clean,
Concise Writing: Streamline Your Wordy Sentences" is an answer for
teachers, students, copyeditors and novice writers who have written or
received comments about clarity, wordiness or vague language. Written
by an experienced English instructor, this book shows you how to write
succinctly without sacrificing variety or style. Each chapter is loaded
with examples and self-grading comprehension exercises that
demonstrate how to convert sentences into longer pieces of writing that
are engaging and pleasant to read.
Plain Style - Richard Lauchman 1993-10-22
Good writing is good business. Simple, straightforward writing saves
time, creates good relationships, and prevents expensive
misunderstandings. But why is it so hard to achieve? This incisive guide
suggests ways to think about writing -- what it should look and sound
like, as well as what it should accomplish -- that can simplify how writers
choose to express their ideas. It examines the reasons why many
businesspeople with good skills tend to write strange, needlessly
complicated sentences -- and shows them how to break the habit. Plain
Style offers 35 practical techniques that foster simplicity, conciseness,
and emphasis.
A Practical Guide To Business Writing - Khaled Al-Maskari 2012-09-18
Nowadays, letters, reports and emails are vital components of business
practice. Communication is increasingly global, but it’s not any easier to
understand or contribute to for non-fluent English speakers. There is
increasing pressure to be able to produce effective documents for a
business-writing-tips-for-easy-and-effective-results

4/9

Downloaded from viewfromthefridge.com on by guest

business plan, a scientific paper, a press release, or anything else, this
simple, straightforward guide will show you how to do it quickly, with
style and confidence. You'll learn how to: Understand your audience and
subject matter Develop a simple, five-part purpose statement to keep you
on track Organize your main points into a coherent, sensible order Edit
your work for clarity, coherence, organization, and logic Economize your
words to craft a concise, powerful document Make your documents easily
readable for any audience
Writing Essentials - Films Media Group (PRD) 2010-07-14
Identifies the importance of writing in everyday life and discusses how to
develop effective written communication skills.
Business Writing Tips - Robert Bullard 2015

and Grammar. I - Heather Baker 2012-02
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.
Business Writing For Dummies - Natalie Canavor 2013-09-30
A guide to successful business communication describes how to draft
effective letters, emails, and proposals; adapt one's writing style to an
audience; and self-edit and troubleshoot documents.
Read This! - Robert Gentle 2002
Most business writing is poorly presented and takes forever to get to the
point. Read This! teaches simple, clear, commanding writing - to make
people read what you write.
How To Win Friends and Influence People - Dale Carnegie 2010-08-24
Updated for today’s readers, Dale Carnegie’s timeless bestseller How to
Win Friends and Influence People is a classic that has improved and
transformed the professional and personal and lives of millions. One of
the best-known motivational guides in history, Dale Carnegie’s
groundbreaking book has sold tens of millions of copies, been translated
into almost every known language, and has helped countless people
succeed. Originally published during the depths of the Great
Depression—and equally valuable during booming economies or hard
times—Carnegie’s rock-solid, time-tested advice has carried countless
people up the ladder of success in their professional and personal lives.
How to Win Friends and Influence People teaches you: -How to
communicate effectively -How to make people like you -How to increase
your ability to get things done -How to get others to see your side -How
to become a more effective leader -How to successfully navigate almost
any social situation -And so much more! Achieve your maximum potential
with this updated version of a classic—a must-read for the 21st century.
Psychology of the Hero Soul - Sharif Khan 2004-07-09
Psychology of the Hero Soul is an inspirational book on awakening the
hero within and developing people's leadership

How to Book of Writing Skills - J. H. Hood 2013
Have you ever been frustrated by your boss constantly making changes
to your documents? Annoyed at the time it takes to write something?
Sick of sending emails that don't get read? Been asked to write a report
and don't know where to start? Are people just not getting your
message? Then this guide is for you! In this 90 page guide you will find
practical and proven techniques to write clearly, concisely and quickly.
Each section of the guide covers key points for writing well at work,
including: the importance of identifying your audience, and then how to
write for it using Plain English to get your message across how to
structure your document the seven secrets to good email how to write
sharp, accurate letters and memos how to use the simple tool of the mind
map to improve your writing what to consider when you have been asked
to write a report the key points of a resume, a cover letter and the job
application getting on top of punctuation, spelling and confusing words
Good workplace writing is about getting a positive answer to the
question: Will your reader understand what you want them to know or
do? This guide will give you the skills to get that positive answer-quickly
and well.
Successful Business Writing. How to Write Business Letters, Emails,
Reports, Minutes and for Social Media. Improve Your English Writing
business-writing-tips-for-easy-and-effective-results
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whether you work alone or are part of a team. You'll come to know how
to use mind-mapping software to spur your creativity. You'll see how to
use Ishikawa Diagrams to structure your ideas. And, you'll grasp how to
check your thinking for completeness. You'll be provided with dozens of
techniques for organizing your thoughts and material. You'll learn
approaches for analyzing problems, proposing changes, persuading
others, explaining complex topics, telling stories, and generating
powerful sales copy. You'll know how to capture attention, hold the
reader's interest, and drive home your point. You'll acquire the ability to
draft faster with better results. You'll see how to focus on what works.
You'll pick up tips on how to better use voice recognition software to go
for speed, control your tone, always have more relevant things to say,
and write compelling summaries and conclusions. You'll learn how to edit
with power and confidence. You'll realize how to spot and eliminate
unclear themes, incorrect assumptions, lapses in logic, irrelevant
information, and inappropriate amount of evidence--both too little and
too much. You'll find simple explanations of grammar. And in doing so,
you'll get the tools you need to craft sentences that really work to
communicate your ideas. You'll gain the ability to keep your writing
simple and clear. In addition, you'll learn how to check the sound of what
you have written using text readers so it resonates with your readers. In
short, you'll become a master of crafting powerful and persuasive
language. In addition, you'll improve your ability to proof your work, so
you are not embarrassed by making stupid errors. You'll be introduced to
a sequenced approach to proofreading that minimizes your effort and
provides the best results. And finally, you'll learn how to apply these
many insights and tips to write better emails, letters, memos, reports,
presentations, articles, blogs, websites, and business proposals. THE
RESULT. You'll find the words to express your thoughts and feelings.
And, your proposals, reports, and emails will get the attention they
deserve. This is a book for people in business, government, non-profit
organizations, and education. It's a book for those writing serious
material for their jobs and their callings. This book contains everything
necessary to improve your writing, and there's no fluff. In the time it

Business Writing - Wilma Davidson 1994-08-15
Offers advice on organization, sentence structure, diction, grammar,
spelling, writing for a deadline, and collaboration
The Only Business Writing Book You'll Ever Need - Laura Brown
2019-01-29
A must-have guide for writing at work, with practical applications for
getting your point across quickly, coherently, and efficiently. A winning
combination of how-to guide and reference work, The Only Business
Writing Book You’ll Ever Need addresses a wide-ranging spectrum of
business communication with its straightforward seven-step method.
Designed to save time and boost confidence, these easy-to-follow steps
will teach you how to make clear requests, write for your reader, start
strong and specific, and fix your mistakes. With a helpful checklist to
keep you on track, you’ll learn to promote yourself and your ideas clearly
and concisely, whether putting together a persuasive project proposal or
dealing with daily email. Laura Brown’s supportive, no-nonsense
approach to business writing is thoughtfully adapted to the increasingly
digital corporate landscape. Complete with insightful sidebars from
experts in various fields and easy-to-use resources on style, grammar,
and punctuation, this book offers essential tools for success in the rapidly
changing world of business communication.
7 Steps to Better Writing - Charles Maxwell 2020-09-05
Finally, a book that shows how to vastly improve your writing using
modern technology! This book lays out 7 steps that will enhance your
writing. These proven methods yield superior results. As you apply them,
you'll communicate better and achieve more influence. You'll learn how
to better identify your readers' needs and write to capture their interest.
You'll sense how to control the tone of your writing so it rings true with
your readers. You'll understand how to collect and organize the
information you need to be persuasive. This book shows you how to
exploit the power of the internet, how to quickly find information, and
how to use it to full advantage. You'll learn how to make interviews
productive. You'll find tools to help you capture information so it's easy
to recall and reuse. You'll discover how to brainstorm more effectively,
business-writing-tips-for-easy-and-effective-results
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takes to read this book--less than 4 hours--you can start becoming a
stronger writer. After investing only 8 hours--one normal workday--in
doing some of the recommended exercises, you'll see improvements in
your writing. Is it magic? No. It's just good advice backed up by
extensive research and decades of experience. You too can write better,
even exceptionally well. 7 Steps to Better Writing will help you do it.
Writing Fitness - Jack Swenson 1988
Filled with practical business writing exercises and activities, this
workbook covers basic organizational skills, clear and concise writing,
spelling, punctuation tips, and much more. The focus is on ways to edit,
tone, and clarify business memos, letters, and reports.
Business Writing For Dummies - Natalie Canavor 2021-02-17
Learn how to write for the results you want every time, in every medium!
Do you wish you could write better? In today’s business world, good
writing is key to success in just about every endeavor. Writing is how you
connect with colleagues, supervisors, clients, partners, employees, and
people you’ve never met. No wonder strong writers win the jobs,
promotions and contracts. Business Writing For Dummies shows you,
from the ground up, how to create persuasive messages with the right
content and language every time—messages your readers will
understand and act on. This friendly guide equips you with a step-by-step
method for planning what to say and how to say it in writing. This sytem
empowers you to handle every writing challenge with confidence, from
emails to proposals, reports to resumes, presentations to video scripts,
blogs to social posts, websites to books. Discover down-to-earth
techniques for sharpening your language and correcting your own
writing problems. Learn how to adapt content, tone and style for each
medium and audience. And learn to use every message you write to build
better relationships and solve problems, while getting to the “yes” you
want. Whether you’re aiming to land your first job or are an experienced
specialist in your field, Business Writing For Dummies helps you build
your communication confidence and stand out. Present yourself with
authority and credibility Understand and use the tools of persuasion
Communicate as a remote worker, freelancer, consultant or
business-writing-tips-for-easy-and-effective-results

entrepreneur Strategize your online presence to support your goals
Bring out the best in people and foster team spirit as a leader Prepare to
ace interviews, pitches and confrontations Good communication skills,
particularly writing, are in high demand across all industries. Use this
book to gain the edge you need to promote your own success, now and
down the line as your career goals evolve.
Zen and the Art of Business Communication - Susan L. Luck 2016-09-11
In today’s online world, our professional image depends on our ability to
communicate. Whether we’re communicating by email, text, social
media, written reports or presentations, how we use our words often
determines how others view us. This book offers tips and techniques that
can improve anyone’s professional image. The author covers how to
analyze multiple audiences and strategies for communicating your
message effectively for each; structuring your message for greatest
readability and effect; persuasion and tone; and how to face your own
fears of writing. The content is delivered in a simple, clear style that
reflects the Zen approach of the title, perfect for both the entry-level
employee and the seasoned executive.
HBR Guide to Better Business Writing (HBR Guide Series) - Bryan
A. Garner 2013-01-08
DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling for
words and pressed for time, you might be tempted to dismiss good
business writing as a luxury. But it’s a skill you must cultivate to
succeed: You’ll lose time, money, and influence if your e-mails, proposals,
and other important documents fail to win people over. The HBR Guide
to Better Business Writing, by writing expert Bryan A. Garner, gives you
the tools you need to express your ideas clearly and persuasively so
clients, colleagues, stakeholders, and partners will get behind them. This
book will help you: • Push past writer’s block • Grab—and
keep—readers’ attention • Earn credibility with tough audiences • Trim
the fat from your writing • Strike the right tone • Brush up on grammar,
punctuation, and usage
How to Write Effective Business English - Fiona Talbot 2009-09-03
How to Write Effective Business English gives guidance to both native
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and non-native English speakers on how to express yourself clearly and
concisely. With case studies and real-life examples that demonstrate how
English is used internationally in business, and full of ideas to help you
get your communications right first time, How to Write Effective
Business English sets the scene for describing the benefits of good
Business English, ideal for multinational companies where
communication is a priority. For native English speakers, it may mean
un-learning things you were taught at school and learning how to save
time by getting to the point more quickly in emails; for elementary to
immediate English speakers, it focuses on the areas that are easy to get
wrong. How to Write Effective Business English draws on the author's
wealth of experience, using real-life international business scenarios to
develop your skills and provide you with some answers that even your
boss might not know. You will learn a system to help you quickly and
easily write emails, letters, CVs and more. Featuring sections on
punctuation and grammar, and checklists to help you assess how you are
getting on before moving on to the next stage, How to Write Business
English has been praised by both native and non-native writers of
English as an indispensable resource.
Quick Tips for Better Business Writing - Gary Blake 1995
A portable treasury of clear, persuasive business communication that
takes the pain out of organizing and writing dozens of the most common
business documents, from e-mail to fund-raising letters to technical
reports. Includes easy-to-follow do; s and don'ts for each of the 28
different categories.
Business Writing - Wilma Davidson 2015-12-08
The Revised and Updated 3rd edition of the clear, practical guide to
business writing from a renowned corporate writing coach Since the first
edition's publication in 1994, Wilma Davidson's clear, practical guide to
business writing has established itself as an excellent primer for anyone
who writes on the job. Now revised and updated to cover e-mail, texts,
and the latest social media technology, Business Writing uses examples,
charts, cartoons, and anecdotes to illustrate what makes memos,
business letters, reports, selling copy, and other types of business
business-writing-tips-for-easy-and-effective-results

writing work.
Atomic Habits - James Clear 2018-10-16
The #1 New York Times bestseller. Over 4 million copies sold! Tiny
Changes, Remarkable Results No matter your goals, Atomic Habits offers
a proven framework for improving--every day. James Clear, one of the
world's leading experts on habit formation, reveals practical strategies
that will teach you exactly how to form good habits, break bad ones, and
master the tiny behaviors that lead to remarkable results. If you're
having trouble changing your habits, the problem isn't you. The problem
is your system. Bad habits repeat themselves again and again not
because you don't want to change, but because you have the wrong
system for change. You do not rise to the level of your goals. You fall to
the level of your systems. Here, you'll get a proven system that can take
you to new heights. Clear is known for his ability to distill complex topics
into simple behaviors that can be easily applied to daily life and work.
Here, he draws on the most proven ideas from biology, psychology, and
neuroscience to create an easy-to-understand guide for making good
habits inevitable and bad habits impossible. Along the way, readers will
be inspired and entertained with true stories from Olympic gold
medalists, award-winning artists, business leaders, life-saving physicians,
and star comedians who have used the science of small habits to master
their craft and vault to the top of their field. Learn how to: make time for
new habits (even when life gets crazy); overcome a lack of motivation
and willpower; design your environment to make success easier; get
back on track when you fall off course; ...and much more. Atomic Habits
will reshape the way you think about progress and success, and give you
the tools and strategies you need to transform your habits--whether you
are a team looking to win a championship, an organization hoping to
redefine an industry, or simply an individual who wishes to quit smoking,
lose weight, reduce stress, or achieve any other goal.
Can Do Writing - Daniel Graham 2009-03-30
A simple, ten-step system for mastering the art of effective, persuasive
business or technical writing "The Grahams' system is the best way to
transform data and ideas into meaningful information necessary to make
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profitable decisions. Their system works every time." —Steven Laposa,
PhD, MBA, Loveland Commercial Endowed Chair in Real Estate,
Colorado State University "The Grahams' straightforward program helps
my teams create clear and concise reports, letters, and other documents
with minimal effort. I want this program to become the standard for my
teams." —Bill Walter, Senior Vice President, Government and
Infrastructure Division, KBR "The Can Do Writing system made my
career! I used it to write a winning business plan and proposal, and now I
use it every day for all communications. Can Do Writing provides
valuable insights into business and management as well as writing
techniques." —Christian Robey, President, DC Progress You may be an
expert at what you do, but if you can't communicate effectively in writing
it may not matter. For scientists, businesspeople, and professionals in
fields from engineering to public relations, the art of writing well can be
a vital key to professional success. Luckily, you don't need an English
degree to produce top-class writing. If you're one of the millions of
people who have to write clear, persuasive, understandable documents
for your job, Can Do Writing is for you. Whether you're writing a
business plan, a scientific paper, a press release, or anything else, this
simple, straightforward guide will show you how to do it quickly, with
style and confidence. You'll learn how to: Understand your audience and
subject matter Develop a simple, five-part purpose statement to keep you
on track Organize your main points into a coherent, sensible order Edit
your work for clarity, coherence, organization, and logic Economize your
words to craft a concise, powerful document Make your documents easily

business-writing-tips-for-easy-and-effective-results

readable for any audience
Business Writing For Dummies - Natalie Canavor 2017-04-05
Business writing that gets results The ability to write well is a key part of
your professional success. From reports and presentations to emails and
Facebook posts, whether you're a marketer, customer service rep, or
manager, being able to write clearly and for the right audience is critical
to moving your business forward. The techniques covered in this new
edition of Business Writing For Dummies will arm you with the skills you
need to write better business communications that inform, persuade, and
win business. How many pieces of paper land on your desk each day, or
emails in your inbox? Your readers–the people you communicate with at
work–are no different. So how can you make your communications stand
out and get the job done? From crafting a short and sweet email to
bidding for a crucial project, Business Writing For Dummies gives you
everything you need to achieve high-impact business writing. Draft
reports, proposals, emails, blog posts, and more Employ editing
techniques to help you craft the perfect messages Adapt your writing
style for digital media Advance your career with great writing In today's
competitive job market, being able to write well is a skill you can't afford
to be without–and Business Writing For Dummies makes it easy!
The Business Writer's Handbook - Charles T. Brusaw 1997
The Busines Writer's Handbook, Fifth Edition, uses a unique four-way
access system that ensures fast, accurate retrieval of the information
business writers need. The Fifth Edition includes new electronic resource
coverage, updated topics and new access features.
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