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Writing skills are more important than ever in determining business success.
They can make the difference between climbing the corporate ladder and getting
stuck on a low rung. An e-mail that’s clear, concise, and targeted will get more
than just a response—it will get results...including your boss’s attention! No
matter what the business or sector, top communication skills are in major
demand. Why? Because businesses are bogged down with e-mails that are too
long, wordy, and unclear. Instead of wasting time rewriting, clarifying, and still
miscommunicating, write it once, write it right, and get the job done the first
time. The Executive Guide to E-mail Correspondence will show you how to
rapidly transform basic writing skills into global communications expertise.
Geared to the computer-toting professional with little patience for instructions
and explanations, The Executive Guide to E-mail Correspondence fills the gap
between academic training and real-world writing by providing you with a range
of E-mail templates that you can instantly adapt to your business needs.
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Editorial Review

Review
Baude offers a wealth of examples, tips, and discussions of style, language and formatting.... We think it one
of the two or three best works we have read on electronic communication. --Jeffrey Barlow, Director,
Berglund Center for Internet Studies

From the Back Cover
"There's only one book my reports can read to improve their writing--and this is it."
-Carl Belding, Senior Vice President and Chief Legal Officer, Nokia

"The Executive Guide to E-Mail Correspondence is an uncommonly insightful book in synch with the
reality of business communications. If everyone followed the advice in this book, we'd have fewer
documents to go through. Instead of wasting time decoding email, we could have more time to increase the
competitive edge."
Fabio Moretti, Former IBM Associate Legal Counsel

About the Author
Dawn Michelle Baude is an international corporate speaker specializing in global communications. She has
lectured throughout Europe and Asia to businesses and alumni groups alike. An accomplished professional,
she has written copy for Gucci perfumes and feature articles for Reader's Digest and Vogue. She also co-
authored a self-help best-seller, Savoir Dire Non (Flammarion 2006). In 2000, she began working as a
writing consultant for IBM Corp. She holds an M.A., an M.F.A., a D.E.A. and a Ph.D. in English. A 2005-06
Senior Fulbright Scholar in Creative Writing, she teaches at the American University of Paris.

Users Review

From reader reviews:

Ian Ashlock:

Book is to be different for each and every grade. Book for children right up until adult are different content.
As it is known to us that book is very important normally. The book The Executive Guide to E-mail
Correspondence: Including Model Letters for Every Situation has been making you to know about other
know-how and of course you can take more information. It is quite advantages for you. The guide The
Executive Guide to E-mail Correspondence: Including Model Letters for Every Situation is not only giving
you far more new information but also being your friend when you really feel bored. You can spend your
personal spend time to read your book. Try to make relationship using the book The Executive Guide to E-
mail Correspondence: Including Model Letters for Every Situation. You never feel lose out for everything
should you read some books.

Jill Spann:

Nowadays reading books become more than want or need but also become a life style. This reading behavior
give you lot of advantages. Associate programs you got of course the knowledge even the information inside



the book in which improve your knowledge and information. The info you get based on what kind of guide
you read, if you want drive more knowledge just go with education and learning books but if you want truly
feel happy read one with theme for entertaining like comic or novel. The particular The Executive Guide to
E-mail Correspondence: Including Model Letters for Every Situation is kind of publication which is giving
the reader capricious experience.

Allison Carson:

As a college student exactly feel bored to be able to reading. If their teacher inquired them to go to the
library in order to make summary for some guide, they are complained. Just minor students that has reading's
heart or real their pastime. They just do what the instructor want, like asked to the library. They go to
presently there but nothing reading seriously. Any students feel that studying is not important, boring and
can't see colorful pictures on there. Yeah, it is to be complicated. Book is very important for you. As we
know that on this period, many ways to get whatever we want. Likewise word says, ways to reach Chinese's
country. Therefore , this The Executive Guide to E-mail Correspondence: Including Model Letters for Every
Situation can make you truly feel more interested to read.

Maria Green:

What is your hobby? Have you heard that will question when you got pupils? We believe that that query was
given by teacher on their students. Many kinds of hobby, All people has different hobby. And you also know
that little person including reading or as reading become their hobby. You need to understand that reading is
very important and book as to be the matter. Book is important thing to include you knowledge, except your
own personal teacher or lecturer. You see good news or update about something by book. Many kinds of
books that can you decide to try be your object. One of them is actually The Executive Guide to E-mail
Correspondence: Including Model Letters for Every Situation.
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