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This material is copyrighted material protected by the
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the exclusive limited use of you the students. The material
may not be used by any other persons. None of this
material may be reproduced or used in any form or by any
means-graphic, electronic, or mechanical, including
photocopying, recording, taping, Web distribution or in
information storage and retrieval systems, or in any other
manner-without the prior written consent of the copyright
owner.



YOUR SITUATION

Manager, Real Estate Sales, Zigafuz Inc.

02/01/2013—closing on sale of Bldg. 12 in
DIRC Park, PA — mortgage interest collected
until 02/10/2013

Mortgage Co, received payoff on 02/03/2013

Mortgage Co. promised at closing to send
Z1gafuz Inc. interest from 02/03/2013 to
02/10/2013

As 0f 02/15/2013, money not received.
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#4 - FIRST TYPE OF BUSINESS WRITING
TO CONVEY INFORMATION
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S - DIRECT APPROACH BEST UNLESS

BAD NEWS ORPERSUASIVE MESSAGE
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#9 - BE CONCISE IN YOUR WRITING
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“#11 - USE NUMBERED LISTS
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Hello Mr. Donovan,
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We wish you the best i ¥
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Wih best regunds,

Margod Spultes

Eroctve Susress A

#12 - CONSIDER COPYING EMAIL
IN'YOUR REPLY.
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#14 - MAKE NO ASSUMPTIONS
THESE CAN BE DANGEROUS
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#16 - MAKE IT AS EASY AS PO

SSII.E FOR THE READER
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#17 - WATCH THE TONE OF YOUR MESSAGE
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#19 - BE CAREFUL IN.WHAT YOU SAY
& HOW YOU SAY IT
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#20 - "SLEEP ON IT"

~ DELIBERATE THINKING 1S O A GREAT IDEA
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#21 - TYPE MESSAGE IN WORD PROCESSOR
THEN CHECK & PASTE IN EMAIL
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#22 - SAY "YOU" MORE 'I'HAN YOU SAY "I"
IN YOUR BUSINESS WRITING

NEAREST RECRUITING STATION
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#24 - MAKE A HABIT OUT OF

THE ACTION STEPS YOU USE
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#25 - NEVER S'I'OP S'I'UDYING & LEARNING

BETTER WAYS TO COMMUNICATE
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