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  Preface


  Do you need to improve your writing skills quickly to get a promotion at the office?


  I am happy to present 10 Steps to Better Business Writing!


  Unfortunately, writing is an oft neglected subject in many English classrooms.


  Business writing is your ticket to both personal and professional success!


  Writing is considered a threshold skill for both employment and promotion.


  About 2/3 of employees have some writing responsibility.


  I proudly present advice to improve your business writing and to boost your professional career by following these basic, but necessary 10 steps.


  Follow the steps below while preparing your business documents to shine in front of both your colleagues and clients!


  Join other Business English Aces worldwide who are writing their way to success at the office today! Get 10 Steps to Better Business Writing!


  Happy Business English Studies!


  H. E. Colby, author of How to Adjust Your Business Writing to the 21st Century (audio e-course)
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