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Introduction

White That Letter! makes it easier and quicker for you to write
business and personal letters. It is ideal if you have to write letters
regularly and are not always sure what to put or how to phrase
something. With the help of 100 example letters and explanatory
comments, this book shows you what to write, and why.

Chapter 1 sets out the secrets of successful letters. Whatever
you write, you can now plan each letter properly, and choose
the most suitable appearance, layout, format and style for every
occasion.

Chapters 2 - 8 look at 100 of the trickiest letters you're ever
likely to have to write, including how to:

[ sell to unknown sales leads;
(] handle angry customers;

(] buy goods at the best prices;
[] chase outstanding debts;

(] discipline staff; and even

(J commiserate with someone who's lost their job.

The easiest and quickest way to write a letter is to check the
contents list on pages 2 - 9, refer to the type of letter you have
to write, and read the example and explanatory comments.
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12 §i Wirite That Letter!

This gives you all you need to know. For the fullest
understanding of writing letters, you can read the book from
cover to cover in the usual way. It's up to you. Whatever you
do, you're about to learn the winning tactics for writing difficult
letters.

Iain Maitland
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the secrets of
successfiul letters

Before you write a sales letter to a prospective customer, a
warning letter to a member of staff or any other particularly tricky
letter, you need to know how to put difficult letters together
properly. You must be able to plan a letter, create the correct
appearance for it, choose an appropriate layout, pick a relevant
format and select a suitable writing style.

planning your letter

Whether you have to compose a thank - you note or a notice of
redundancy, you should plan out what you want to say to the
reader, before you put anything down in writing. To prepare
properly, you must consider your aims, all the facts and the
person who is going to receive your correspondence. With this
information to hand, you can then sketch out a rough draft of this
difficult letter.



