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If you write emails and letters as part of your work, then this book isfor you. By
applying the suggested guidelines, you will stand a much greater chance of
getting the desired reply to your emailsin the shortest time possible.

Some of the key guidelines covered include:

- Write meaningful subject lines - otherwise recipients may not even open your
mail.

- Always put the most important point in the first line - otherwise the reader may
not read it.

- Be concise and only mention what is truly relevant. Write the minimum amount
possible - you will also make fewer mistakes!

- Bealittle too formal than too informal - you don’'t want to offend anyone.

- If you have two long important things to say, say them in separate emails.

- Give clear instructions and reasonable deadlines.

- If you need people to cooperate with you, it is essential to highlight the benefits
for them of cooperating with you.

- Empathize with your recipient's busy workload.

- Never trandate typical phrases literally - learn equivalent phrases.

The book concludes with a chapter of useful phrases. Thereis also abrief
introduction for trainers on how to teach Business/ Commercial English.
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guidelines, you will stand a much greater chance of getting the desired reply to your emails in the shortest
time possible.

Some of the key guidelines covered include:

- Write meaningful subject lines - otherwise recipients may not even open your mail.

- Always put the most important point in the first line - otherwise the reader may not read it.

- Be concise and only mention what istruly relevant. Write the minimum amount possible - you will also
make fewer mistakes!

- Bealittle too formal than too informal - you don’t want to offend anyone.

- If you have two long important thingsto say, say them in separate emails.

- Give clear instructions and reasonable deadlines.

- If you need people to cooperate with you, it is essential to highlight the benefits for them of cooperating
with you.

- Empathize with your recipient's busy workload.

- Never trandate typical phrasesliteraly - learn equivalent phrases.

The book concludes with a chapter of useful phrases. Thereis also abrief introduction for trainers on how to
teach Business/ Commercial English.
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Editorial Review

From the Author

Hi, This book isintended for those who work in commerce or industry. If you are an academic, aresearcher,
or astudent at university, then a much more useful book is"English for Academic Correspondence and
Socidizing" (also written by me and published by Springer).

I hope this series of books will help you to enjoy your job more and to carry it out more effectively. Happy
reading!

From the Back Cover

If you write emails and letters as part of your work, then this book isfor you. By applying the suggested
guidelines, you will stand a much greater chance of getting the desired reply to your emails in the shortest
time possible.

Some of the key guidelines covered include:

- Write meaningful subject lines - otherwise recipients may not even open your mail.

- Always put the most important point in the first line - otherwise the reader may not read it.

- Be concise and only mention what istruly relevant. Write the minimum amount possible - you will also
make fewer mistakes!

- Bealittle too formal than too informal - you don’t want to offend anyone.

- If you have two long important things to say, say them in separate emails.

- Give clear instructions and reasonable deadlines.

- If you need people to cooperate with you, it is essential to highlight the benefits for them of cooperating
with you.

- Empathize with your recipient's busy workload.

- Never trandate typical phrasesliteraly - learn equivalent phrases.

The book concludes with a chapter of useful phrases. Thereisaso abrief introduction for trainers on how to
teach Business/ Commercial English.

Adrian Wallwork isthe author of over 30 books aimed at hel ping non-native English speakersto
communicate more effectively in English. He has published 13 books with Springer Science+Business
Media

Other books in this Professional English series:
CVs, Resumes, and LinkedIn

User Guides, Manuals, and Technical Writing
Meetings, Negotiations, and Socializing
Presentations, Demos, and Training Sessions

Telephone and Hel pdesk Sills



About the Author
Wallwork, a native English speaker from the UK, has 25 years of experience teaching English at various I T
companiesin Pisa, Italy. He has published 13 books with Springer Science+Business Media.

Users Review
From reader reviews:
Christopher Ray:

This book untitled Email and Commercial Correspondence: A Guide to Professional English (Guidesto
Professional English) to be one of several books that will best seller in this year, that is because when you
read this reserve you can get alot of benefit onit. You will easily to buy that book in the book store or you
can order it through online. The publisher on this book sells the e-book too. It makes you quicker to read this
book, as you can read this book in your Smartphone. So there is no reason for you to past this e-book from
your list.

Ericka McCall:

Don't be worry should you be afraid that this book will probably filled the space in your house, you might
have it in e-book technique, more simple and reachable. This Email and Commercial Correspondence: A
Guide to Professional English (Guides to Professional English) can give you alot of buddies because by you
taking alook at this one book you have issue that they don't and make anyone more like an interesting
person. This specific book can be one of one step for you to get success. This guide offer you information
that maybe your friend doesn't realize, by knowing more than various other make you to be great folks. So ,
why hesitate? L et me have Email and Commercial Correspondence: A Guide to Professional English
(Guidesto Professional English).

Edgar Hightower:

Aswe know that book is vital thing to add our understanding for everything. By a guide we can know
everything we would like. A book is a pair of written, printed, illustrated or perhaps blank sheet. Every year
was exactly added. This e-book Email and Commercial Correspondence: A Guide to Professional English
(Guidesto Professional English) was filled with regards to science. Spend your spare time to add your
knowledge about your scientific disciplines competence. Some people has different feel when they reading a
book. If you know how big good thing about a book, you can experience enjoy to read a e-book. In the
modern eralike currently, many ways to get book that you wanted.

Wanda Pence:

A lot of book has printed but it is unique. You can get it by net on social media. Y ou can choose the very
best book for you, science, witty, novel, or whatever by means of searching from it. It isidentified as of book
Email and Commercial Correspondence: A Guide to Professional English (Guides to Professional English).
Y ou can add your knowledge by it. Without departing the printed book, it can add your knowledge and make
an individual happier to read. It is most important that, you must aware about book. It can bring you from



one spot to other place.
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