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In today's fast-paced, competitive business environment, everyone needs to
communicate clearly and use time productively. E-Mail: A Write It Well Guide is
a user-friendly book that is filled with guidelines, tips, and tools. Discover how to
write professional e-mail that gets results, make better use of e-mail time, and
avoid problems that can be costly. The book includes questions and exercises.
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Editorial Review

Review
"...Compare the advice here to the emails you receive daily...it is filled with uncommon good sense..." -- -Jim
Knutsen, President, Boatz Knutsen Communications

"...This book...sets the standard for how to communicate clearly and efficiently in a busy global workplace."
-- -Buck McGugan, Vice President, Corporate Sales, FedEx Corporate Services

"...This valuable book provides...guidelines for bringing your e-mail up to professional standards..." -- -
Deborah Fallows, Senior Research Fellow, Pew Internet and American Life Project

"...explains how to craft clear, well-organized email that gets results...sets the standard for how to
communicate clearly..." -- Buck McGugan, Vice President, Corporate Sales, FedEx Corporate Services

"...extremely professional and totally accessible. I learned a lot, and I look forward to using it for training." --
Susan Call, Human Resources Manager, John Wiley & Sons, Inc.

"...extremely professional and totally accessible. I learned a lot, and I look forward to using it for training." --
-Susan Call, Human Resources Manager, John Wiley & Sons, Inc.

"...great advice for crafting clear messages, sending the right message to the right people. . . I recommend it. .
." -- Jill Furman, HR Director, WW Training &Development and HR Communications, Sybase, Inc.

"...great advice for crafting clear messages...recommend it for everyone who could benefit by sending more
professional e-mail..." -- -Jill Furman, HR Director, WW Training & Development and HR Communications,
Sybase, Inc.

About the Author
Janis Fisher Chan has been developing training programs and conducting classroom training for more than
25 years and is the author of books and self-study guides on writing and other topics. In addition to the
writing or co-writing the books in the Write It Well series, she has written four books for the American
Management Association's Self-Study Division. A skilled classroom teacher and instructional designer, she
has developed and taught workshops in business and technical writing, meeting planning, supervising and
managing, interpersonal communication, and other topics. She has taught business and professional writing
at the University of California business extension since the early 1980s.

Users Review

From reader reviews:

Mary Abrams:

What do you think about book? It is just for students because they are still students or the idea for all people
in the world, what the best subject for that? Just simply you can be answered for that problem above. Every
person has diverse personality and hobby for each other. Don't to be compelled someone or something that



they don't want do that. You must know how great in addition to important the book E-Mail: A Write It Well
Guide--How to Write and Manage E-Mail in the Workplace. All type of book would you see on many
resources. You can look for the internet methods or other social media.

Frank Moore:

This book untitled E-Mail: A Write It Well Guide--How to Write and Manage E-Mail in the Workplace to be
one of several books in which best seller in this year, that is because when you read this e-book you can get a
lot of benefit onto it. You will easily to buy this specific book in the book store or you can order it via online.
The publisher of this book sells the e-book too. It makes you quickly to read this book, as you can read this
book in your Cell phone. So there is no reason to your account to past this book from your list.

Judith Bradshaw:

You may spend your free time to see this book this book. This E-Mail: A Write It Well Guide--How to Write
and Manage E-Mail in the Workplace is simple to develop you can read it in the recreation area, in the
beach, train and also soon. If you did not have much space to bring the particular printed book, you can buy
the particular e-book. It is make you better to read it. You can save the particular book in your smart phone.
So there are a lot of benefits that you will get when one buys this book.

Joseph Carter:

What is your hobby? Have you heard this question when you got pupils? We believe that that concern was
given by teacher on their students. Many kinds of hobby, Everyone has different hobby. And you also know
that little person including reading or as reading become their hobby. You have to know that reading is very
important as well as book as to be the point. Book is important thing to provide you knowledge, except your
own personal teacher or lecturer. You get good news or update regarding something by book. Different
categories of books that can you go onto be your object. One of them is niagra E-Mail: A Write It Well
Guide--How to Write and Manage E-Mail in the Workplace.
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