
Read and Download Ebook Email And Commercial Correspondence: A Guide To Professional English (Guides To Professional English) PDF Public Ebook Library

Email and Commercial Correspondence: A
Guide to Professional English (Guides to
Professional English)

By Adrian Wallwork

Email and Commercial Correspondence: A Guide to Professional English
(Guides to Professional English) By Adrian Wallwork

If you write emails and letters as part of your work, then this book is for 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 is truly relevant. Write the minimum amount●

possible - you will also make fewer mistakes!
Be a little 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 translate typical phrases literally - learn equivalent phrases.●

The book concludes with a chapter of useful phrases. There is also a brief
introduction for trainers on how to teach Business / Commercial English.
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If you write emails and letters as part of your work, then this book is for 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 is truly relevant. Write the minimum amount possible - you will also●

make fewer mistakes!
Be a little 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 translate typical phrases literally - learn equivalent phrases.●

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

From the Author
Hi, This book is intended for those who work in commerce or industry. If you are an academic, a researcher,
or a student at university, then a much more useful book is "English for Academic Correspondence and
Socializing" (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 is for 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 is truly relevant. Write the minimum amount possible - you will also●

make fewer mistakes!
Be a little 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 translate typical phrases literally - learn equivalent phrases.●

The book concludes with a chapter of useful phrases. There is also a brief introduction for trainers on how to
teach Business / Commercial English.

Adrian Wallwork is the author of over 30 books aimed at helping non-native English speakers to
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 Helpdesk Skills
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About the Author
Wallwork, a native English speaker from the UK, has 25 years of experience teaching English at various IT
companies in Pisa, Italy. He has published 13 books with Springer Science+Business Media.

Users Review

From reader reviews:

Laura Thompson:

Have you spare time for just a day? What do you do when you have much more or little spare time? Yes, you
can choose the suitable activity for spend your time. Any person spent their spare time to take a wander,
shopping, or went to the particular Mall. How about open or perhaps read a book entitled Email and
Commercial Correspondence: A Guide to Professional English (Guides to Professional English)? Maybe it is
for being best activity for you. You recognize beside you can spend your time together with your favorite's
book, you can smarter than before. Do you agree with it is opinion or you have additional opinion?

David Stokes:

The book Email and Commercial Correspondence: A Guide to Professional English (Guides to Professional
English) make one feel enjoy for your spare time. You may use to make your capable a lot more increase.
Book can being your best friend when you getting pressure or having big problem along with your subject. If
you can make examining a book Email and Commercial Correspondence: A Guide to Professional English
(Guides to Professional English) to be your habit, you can get far more advantages, like add your current
capable, increase your knowledge about many or all subjects. You can know everything if you like open and
read a e-book Email and Commercial Correspondence: A Guide to Professional English (Guides to
Professional English). Kinds of book are several. It means that, science guide or encyclopedia or other
people. So , how do you think about this reserve?

Fran Short:

Hey guys, do you would like to finds a new book to read? May be the book with the concept Email and
Commercial Correspondence: A Guide to Professional English (Guides to Professional English) suitable to
you? The particular book was written by renowned writer in this era. The actual book untitled Email and
Commercial Correspondence: A Guide to Professional English (Guides to Professional English)is the one of
several books that everyone read now. This specific book was inspired a lot of people in the world. When
you read this guide you will enter the new way of measuring that you ever know ahead of. The author
explained their concept in the simple way, so all of people can easily to be aware of the core of this
publication. This book will give you a lot of information about this world now. So you can see the
represented of the world within this book.

Joe Dix:

Reading a book tends to be new life style on this era globalization. With studying you can get a lot of
information that can give you benefit in your life. Along with book everyone in this world can certainly share
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their idea. Ebooks can also inspire a lot of people. A lot of author can inspire their very own reader with their
story or even their experience. Not only the story that share in the textbooks. But also they write about the
information about something that you need illustration. How to get the good score toefl, or how to teach your
kids, there are many kinds of book that exist now. The authors nowadays always try to improve their
proficiency in writing, they also doing some research before they write with their book. One of them is this
Email and Commercial Correspondence: A Guide to Professional English (Guides to Professional English).
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