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Under the handle Shirley Taylor I wrote model business letters emails and other business
documents. I have been an IBM user since the heady days of the IBM 3029, the first personal
computer and word processor to arrive at my office. Before I got the ball rolling with my career, my
personal favorite software application was a primitive version of Adobe FrameMaker. To this day, my
favorite software tool is Microsoft Word. The program is wonderful for organizing your word
documents into chapters, and then to reference various parts of your work. This is especially useful
as you write and work on multiple projects at the same time. My editor for this book was my dear
friend and colleague, Nancy Shields. I had her read, improve and work with the manuscript to make
sure it was free of editorial errors. I am very fortunate to have had Nancy’s editing service for this
book. This was the best editing I have ever had. I have used Microsoft Word since version 7.0 and I
am a big fan of that version of the software. Microsoft Word has some really useful features that I
use all the time. If you are a Microsoft Word user, you will certainly find a lot of value in this book.
The basic idea behind this book is that you write short business letters using a model format. This
model format is an electronic word template that is specifically designed to expedite the process of
writing a short business letter. You may use the model business letters emails and other business
documents you will find in this book to create a number of other documents. For example, you might
create forms, cover letters, proposals, invitations, reports, presentation. For more detailed
information on this, see Chapters 2 to 21 of this book. The idea is that you can create customized
versions of the model business letters emails and other business documents you will find in this
book, and then use those templates for a variety of specific purposes. While the model business
letters emails and other business documents are the most important part of this book, they are not
the only part. In fact, Chapter 3 is a chapter that is almost self-sufficient. If you read Chapter 3 and
then apply the model business letters emails and other business documents you will find in this
book, you will have covered the basic mechanics of writing a short business letter. After you master
Chapter 3, you should go on to Chapters 4 and 5, which cover more advanced aspects of writing a
short business letter. Chapter 4 explains the elements of a good business letter.
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