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Know your audience and your purpose before you start writing Engage readers' curiosity from the first
sentence Compose instructions that are easy to understand and follow Write effectively on social media
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style Briefcase Books, written specifically for today's busy manager, feature eye-catching icons, checklists, and
sidebars to guide managers step-by-step through everyday workplace situations. Look for these innovative
features to help you navigate each page: - Clear definitions of key terms and concepts - Tactics and strategies
for applying writing skills to management issues - Tricks of the trade for crafting clear and effective documents
- Examples of successful business writing - Cautions for when things can go wrong in composing memos, e-
mails, and reports - Practical advice for avoiding common errors - Specific procedures for planning and
executing your writing on the job.
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