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CHAPTER 30
Sales Letters

Elements of Good Letter Writing
Prospecitve Customers

New Customert

Old Customers

Writer's Attitude

Emotional Appeals

Circular Lctters

Lost Customers

Good Letter Writer

Arc you using Expression that are

Superfluous

Too Long

Dircct Mail Sales Letters

Letters of Introduction
References and Recommendations
Job Applications

Sclf Analysis

Application Forms

Claims and Complaints

Outgoing Claim

Incoming Claims

Complainl Letters
Adjustment Letters
Some Rules for Replying to Complaints

CHAPTER 31

. Controversial Letters
Kissing, Obscenitys Sexploitation in films

CHAPTER 32
Starpoint of Letter Writing

'

Words Frequently Misspelled and Misused

Preferred Spellings
Words often Confused -
Abbreviations
Epilogue
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