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How to write well at work

If you feel uneasy when asked to write something at work – whether 

it’s a memo, a letter or a report for your boss – this book can help. It 

shows how good writing is a valuable management tool in its own 

right. If you write well, you can put across your own point of view to 

customers, suppliers, other members of your work team… anybody, 

in fact, who wants information from you. When you write well you 

engender new respect, raise management’s opinion of you – and 

do no harm to your career prospects! Anybody can “look good on 

paper” with the aid of this practical guide.

Praise for Peter Bartram’s books on business writing:

“Mr Bartram’s advice is sensible and practical… his guidance away 

from the self-important to the straightforward should be read by 

everyone who writes anything.” – Daily Telegraph

“A concise and useful guide for those who lack confidence in their 

business writing, as well as for anyone who would simply like to 

sharpen their reports, letters and such-like.” – Business Age
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