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pt. 1. Cities of the Near East and the eastern Mediterranean : neolithic,
bronze age, and iron age -- pt. 2. Greek cities -- pt. 3. Cities of
ancient Italy and the Roman Empire.
Ancient Cities surveys the cities of the Ancient Near East, Egypt, and
the Greek and Roman worlds from the perspectives of archaeology and
architectural history, bringing to life the physical world of ancient city
dwellers by concentrating on evidence recovered from archaeological
excavations. Urban form is the focus: the physical appearance and
overall plans of the cities, their architecture and natural topography,
and the cultural and historical contexts in which they flourished.
Attention is also paid to non-urban features such as religious

Autore Gates Charles.

Materiale a stampa

Monografia



sanctuaries and burial grounds, places
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Components of an Effective Letter; Language-Clarity Versus Ambiguity;
Tone-Personality; Focus of Attention-The "You Attitude"; Length;
Chapter 3. Structure: The Parts of a Letter; Dateline; Reference Line;
Personal or Confidential Note; Inside Address; Attention Note;
Salutation; Subject Line; Paragraphs; Continuation Sheets
Complimentary CloseSignature Block; Identification Line; Enclosure and
Attachment Notations; Distribution Notation; Postscript; Chapter 4.
Appearance of the Letter; Stationery; Formats; Full Block; Block;
Semiblock; Simplified Letter; Official Style; Hanging Indented;
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II. The Letters
Chapter 6. Sales, Marketing, and Public Relations LettersLetters of
Introduction; Sales Letters; Letter Accompanying Renewal Notice; Letter
Announcing a Special Presentation; Letter Expressing Appreciation to
Customers; Catalog Letters; Sales Inquiry Response; Appointment
Requests; Letters of Interest; Letter to Difficult-to-See Prospect; Letter
to Find Decision Maker; Letters Confirming Proposals; Follow-Up Sales
Call Letters; Letter to Renew Contact; Letter Welcoming New Client;
Letter Asking for Referral; Letter Promoting Special Sale; Letter to Wish
Existing Customer Holiday Greetings
Letter to Acknowledge Anniversary of a Sales RelationshipPublic
Relations Letters; Chapter 7. Customer Service Letters; Complaint
Resolution Letters; Apology Letters; Letter Acknowledging Order;
Letters Correcting Wrong Shipment; Product or Service Information
Letters; Thank-You Letters to Customers; Letter to Lapsed Customer;
Pricing Letters; Change-in-Location Letters; Project Status Letters;
Product-Handling Letter; Letters Announcing Personnel Changes;
Subscription Response Letters; Letters to Stockholders; Letter Dealing
with Unreasonable Customer
Chapter 8. Credit and Collection LettersLetter Requesting Commercial
Credit; Credit Information Letters; Letters Announcing Credit Policy
Change; Returned-Check Letters; Credit Reference Letters; Letter
Denying Credit; Letters Granting Credit; Letter Raising Credit Limit;
Letter Clearing Disputed Items; Stop-Payment Letter; Collection Letters;
Credit-Suspension Letter; Letter Reinstating Credit; Letters Accepting
Partial Payment; Letter Acknowledging Payment; Letter About Deposit
Due; Letter to Lender to Renegotiate Payment Terms; Letter from
Customer About Billing Error
Chapter 9. Letters to Vendors and Suppliers

Why write a business letter from scratch? Updated and expanded, this
trusted resource contains ready-to-use correspondence for today's
situations.


