
Perfect Phrases for Business Letters (Perfect
Phrases Series)

By Ken O'Quinn

Perfect Phrases for Business Letters (Perfect Phrases Series) By Ken O'Quinn

Whether it’s writing a proposal, motivating employees, or reaching out to
customers, the Perfect Phrases series has the tools you need for precise, effective
communication. Distilling complex ideas into specific phrases that diplomatically
and honestly depict the concepts at hand, this invaluable series provides:

The best techniques to communicate messages and goals in business letters and●

proposals
Tips for bringing out the best in every employee in every business●

Dialogues and scripts to practice interactions with customers or employees?●

tailorable to any industry or company culture
Phrases for each step of the sales process●
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Editorial Review

From the Back Cover

The Right Phrase for Every Situation...Every Time

To make a powerful impression that gets your message across while commanding respect and attention, you
need a well-written business letter. Written correctly, a business letter is a powerful tool in any industry. But
who has time to carefully think through everything they write? This book offers a solution.

Perfect Phrases for Business Letters is an essential resource for everyone who writes letters, memos, e-mails,
reports and other forms of business communications. With hundreds of proven phrases, tailored to the kind
of message you want to convey, this book will help you quickly put together winning business
correspondence. Learn how to write:

* General business letters * Memos * Recommendations * Sales letters * Efficient e-mail * Product
announcements * Customer service letters * News releases

Whether you are an administrative assistant or a senior executive, Perfect Phrases for Business Letters will
show you how to get your message across and make your best impression in any situation.

About the Author

Ken O'Quinn is principal of Writing with Clarity. A professional writing coach, he conducts workshops for
corporate and global public relations firms.

Users Review

From reader reviews:

Michael Roberts:

In other case, little individuals like to read book Perfect Phrases for Business Letters (Perfect Phrases Series).
You can choose the best book if you like reading a book. Providing we know about how is important a new
book Perfect Phrases for Business Letters (Perfect Phrases Series). You can add information and of course
you can around the world by a book. Absolutely right, because from book you can recognize everything!
From your country right up until foreign or abroad you will be known. About simple matter until wonderful
thing you are able to know that. In this era, we can open a book or perhaps searching by internet unit. It is
called e-book. You may use it when you feel uninterested to go to the library. Let's learn.

Michele Fernandez:

The book Perfect Phrases for Business Letters (Perfect Phrases Series) can give more knowledge and also the



precise product information about everything you want. So why must we leave a very important thing like a
book Perfect Phrases for Business Letters (Perfect Phrases Series)? A few of you have a different opinion
about guide. But one aim which book can give many info for us. It is absolutely suitable. Right now, try to
closer along with your book. Knowledge or information that you take for that, you could give for each other;
you are able to share all of these. Book Perfect Phrases for Business Letters (Perfect Phrases Series) has
simple shape however you know: it has great and large function for you. You can seem the enormous world
by start and read a guide. So it is very wonderful.

Shirley Pedro:

Nowadays reading books be than want or need but also get a life style. This reading habit give you lot of
advantages. The huge benefits you got of course the knowledge the rest of the information inside the book
that will improve your knowledge and information. The data you get based on what kind of guide you read,
if you want get more knowledge just go with education books but if you want sense happy read one along
with theme for entertaining for instance comic or novel. The Perfect Phrases for Business Letters (Perfect
Phrases Series) is kind of publication which is giving the reader capricious experience.

Keith Robertson:

Reading a guide can be one of a lot of pastime that everyone in the world adores. Do you like reading book
so. There are a lot of reasons why people enjoy it. First reading a book will give you a lot of new details.
When you read a reserve you will get new information since book is one of many ways to share the
information or perhaps their idea. Second, studying a book will make you more imaginative. When you
reading through a book especially hype book the author will bring you to definitely imagine the story how
the personas do it anything. Third, you are able to share your knowledge to other folks. When you read this
Perfect Phrases for Business Letters (Perfect Phrases Series), you can tells your family, friends and also soon
about yours e-book. Your knowledge can inspire others, make them reading a e-book.
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