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Are you guilty of e-mail "trigger finger"? Do you constantly "cc" people you
never even see? What are today's rules for conducting business over the Internet?
Now, The Elements of Style meets "the Miss Manners of memos" in the ultimate
writing guide for the digital age.
In an era when written communication in the workplace is more crucial than
ever, at a time when many professionals all but completely eschew face-to-face
dealings, E-writing is poised to become the new bible of business writing.
Accessible and inviting, this Web-savvy "how-to" book promises to transform
anxious e-mail hacks and mediocre memo writers into eloquent electronic scribes
in no time at all.
Inside, you will learn how to:

combat counterproductive e-mail habits1.
write authoritatively and persuasively, with a clear message that generates2.
quick action
handle e-mail and letter correspondence efficiently and effectively3.
select an appropriate style for the audience you're addressing4.
heighten your professional image, self-confidence, and career prospects.5.

Practicing what she preaches, award-winning communicator and bestselling
author Dianna Booher writes in a refreshingly straightforward style and has
organized E-writing to make on-the-spot referencing a snap. Keep it handy; refer
to it often -- and your online mailbox will never be the same again.
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Are you guilty of e-mail "trigger finger"? Do you constantly "cc" people you never even see? What are
today's rules for conducting business over the Internet? Now, The Elements of Style meets "the Miss Manners
of memos" in the ultimate writing guide for the digital age.
In an era when written communication in the workplace is more crucial than ever, at a time when many
professionals all but completely eschew face-to-face dealings, E-writing is poised to become the new bible
of business writing. Accessible and inviting, this Web-savvy "how-to" book promises to transform anxious
e-mail hacks and mediocre memo writers into eloquent electronic scribes in no time at all.
Inside, you will learn how to:

combat counterproductive e-mail habits1.
write authoritatively and persuasively, with a clear message that generates quick action2.
handle e-mail and letter correspondence efficiently and effectively3.
select an appropriate style for the audience you're addressing4.
heighten your professional image, self-confidence, and career prospects.5.

Practicing what she preaches, award-winning communicator and bestselling author Dianna Booher writes in
a refreshingly straightforward style and has organized E-writing to make on-the-spot referencing a snap.
Keep it handy; refer to it often -- and your online mailbox will never be the same again.
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Editorial Review

Review
Working Woman Dianna Booher incorporat[es] commonsense advice on office politics and tact.

From the Back Cover
Are you guilty of e-mail "trigger finger"? Do you constantly "cc" people you never even see? What are
today's rules for conducting business over the Internet? Now, The Elements of Style meets "the Miss
Manners of memos"* in the ultimate writing guide for the digital age.

In an era when written communication in the workplace is more crucial than ever, at a time when many
professionals all but completely eschew face-to-face dealings, E-WRITING is poised to become the new
bible of business writing. Accessible and inviting, this Web-savvy "how-to" book promises to transform
anxious e-mail hacks and mediocre memo writers into eloquent electronic scribes in no time at all.

Inside, you will learn how to:
-- combat counterproductive e-mail habits
-- write authoritatively and persuasively, with a clear message that generates quick action
-- handle e-mail and letter correspondence efficiently and effectively
-- select an appropriate style for the audience you're addressing
-- heighten your professional image, self-confidence, and career prospects.

Practicing what she preaches, award-winning communicator and bestselling author Dianna Booher writes in
a refreshingly straightforward style and has organized E-WRITING to make on-the-spot referencing a snap.
Keep it handy; refer to it often -- and your online mailbox will never be the same again.

About the Author
Dianna Booher is author of thirty-seven books, many of which deal with various aspects of communication.
As the founder and CEO of her own training firm, Booher Consultants Inc., Dianna is a respected expert in
her field. She works with twenty-five of the fifty largest corporations in America and 227 of the Fortune 500.

Users Review

From reader reviews:

Lester Jaworski:

With other case, little persons like to read book E-Writing: 21st-Century Tools for Effective Communication.
You can choose the best book if you'd prefer reading a book. Given that we know about how is important
any book E-Writing: 21st-Century Tools for Effective Communication. You can add expertise and of course
you can around the world by just a book. Absolutely right, simply because from book you can know
everything! From your country until finally foreign or abroad you will end up known. About simple matter
until wonderful thing you can know that. In this era, you can open a book or even searching by internet unit.
It is called e-book. You need to use it when you feel uninterested to go to the library. Let's go through.



Ora Barbour:

The book E-Writing: 21st-Century Tools for Effective Communication can give more knowledge and
information about everything you want. So why must we leave the good thing like a book E-Writing: 21st-
Century Tools for Effective Communication? Several of you have a different opinion about e-book. But one
aim which book can give many info for us. It is absolutely appropriate. Right now, try to closer together 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 E-Writing: 21st-Century Tools for Effective Communication has simple shape but
you know: it has great and large function for you. You can appearance the enormous world by open up and
read a guide. So it is very wonderful.

Beverly Ingram:

Do you have something that you like such as book? The guide lovers usually prefer to choose book like
comic, small story and the biggest some may be novel. Now, why not trying E-Writing: 21st-Century Tools
for Effective Communication that give your satisfaction preference will be satisfied simply by reading this
book. Reading routine all over the world can be said as the opportunity for people to know world
considerably better then how they react to the world. It can't be stated constantly that reading routine only for
the geeky man or woman but for all of you who wants to end up being success person. So , for all of you
who want to start looking at as your good habit, it is possible to pick E-Writing: 21st-Century Tools for
Effective Communication become your own personal starter.

Bruno Reed:

In this era globalization it is important to someone to get information. The information will make
professionals understand the condition of the world. The condition of the world makes the information
simpler to share. You can find a lot of recommendations to get information example: internet, paper, book,
and soon. You can see that now, a lot of publisher which print many kinds of book. Often the book that
recommended to you is E-Writing: 21st-Century Tools for Effective Communication this e-book consist a lot
of the information with the condition of this world now. That book was represented how can the world has
grown up. The language styles that writer use for explain it is easy to understand. The writer made some
analysis when he makes this book. That's why this book acceptable all of you.
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