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Nowadays, letters, reports and emails are vital components of business
practice. Communication is increasingly global, but it's not any easier
to understand or contribute to for non-fluent English speakers. There

is increasing pressure to be able to produce effective documents for a
business environment but little help out there to do so efficiently,
resulting in wasted time and uncomfortable business communication.
This book provides a wealth of practical information for any person
who aims to produce short, effective documents within the work
environment. It offers sensible, valuabl



