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New titles that get to the point...

= Tell It to the CEO:
How to Write Compelling Executive Summaries and Briefings

= To Revise or Not to Revise:
The Essential Guide to Reviewing Somebody Else’s Writing

» Writing High-Impact Reports:
Proven Practices for Auditors and Accountants
CD-ROM
and Laminated
Tip Sheet
Included with
Each Title!
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Tell It to the CEO:
How to Write Compelling Executive
Summaries and Briefings

When executives
demand a one-page

TELL IT to [aetsts
you condense all your

Ea W detail? Tell It to the
the B % @ Bl CEO outlines steps to:
m Tell executives what

they need to know —
in a page or less.

How to Write Compelling
Executive Sumpiafiesand Briefings

m Use compelling
language that will get
executives’ attention.

m Put things in
perspective to show
executives the
business impact

of your points.

m Set a proactive and constructive tone.
m Select a format that best conveys your message.

m Get rid of the fluff and filler and say more in
fewer words.

What’s New and Unique in Tell It to the CEO:

m Helps you decide what to say in your executive
briefings.

Defines what executives demand of the reports
they receive.

Includes samples of executive summaries and
briefings in multiple formats and styles.

Shows you how to turn a report into a presentation
without rewriting.

ISBN: 0-9629337-1-6
165 pages + CD




To Revise or Not to Revise:
The Essential Guide to Reviewing
Somebhody Else’s Writing

Is there too
much editing
going on in your
work group? To
Revise or Not
to Revise shows

To REVISE or

NO'1 to H

The Essential Guide to

you how to:
Reviewing Somebody Else’s Writing
& . m Reduce your
' . editing time
dramatically and
manage the

review process
to achieve meas-
urable payback.

m Stop rewriting
and start getting
better writing
from your staff
and colleagues.

Meaniakl

m Establish a review process that raises the quality of
others’ writing and raises the spirits of the writer.

m Overcome writers’ defensiveness to review comments.

m Communicate expectations to writers so that they
can write it right.

m Explore the causes of poor writing and learn how to
address them.

What’s New and Unique in To Revise or Not to Revise:
m Turns editing time into productive, skill-building time.

m Teaches you how to work with writers to improve
their writing skills.

m Helps you decide when to edit and when not to edit.

m Takes a pioneering approach to solving the problem
of costly on-the-job editing.

ISBN: 0-9629337-2-4

120 pages + CD $49.00

igh-Impuct Reports

Writing High-Impact Reports:
Proven Practices for Auditors and Accountants

You show clients
the value of your
work through

your written
communication.
Writing High-
Impact Reports
shows you how to:

Proven Practices for

Auditors and Accountants = Communicate

key points
concretely and
concisely so that
all readers will
understand.

m Convey impacts
convincingly

so that clients

will see the
significance.

m Document action plans that reduce risks and
improve performance — now and in the future.

m Follow a step-by-step approach to write it right the
first time.

m Write so that recipients will respond positively to
your reports.

What’s New and Unique in Writing High-Impact Reports:

m Focuses on what to do BEFORE you write so that
you minimize re-writing later.

m Shows you how to write the report throughout the
engagement so that the report is done when the
project is done.

m Describes what clients want and expect from
your reports.

m Includes samples of what to do and what to avoid.

ISBN: 0-9629337-3-2

140 pages + CD $59.00

© 2004 Angela J. Maniak
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PRESS ) .
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AW Organization:
U Shipping Address:
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City: State/Province: Zip/Mail Code:
Country:
SAN: 256-2618 Phone: Fax: E-mail:
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Take a discount on
quantity purchases!

You can mix and Executive Sum
match titles.

10-25 copies: 10% discount
26-50 copies: 15% discount
50 + copies: 25% discount

Angela,J3 Engela ] Maniakg

Angela J. Maniak

Title Quantity Price Each Total
Tell It to the CEQ $59.00
To Revise or Not to Revise $49.00
Writing High-Impact Reports $59.00
Discount:
Subtotal:

Sales Tax: ME residents only, add 5%

Shipping Charges

Within U.S.. 10% of order price (not to exceed $50.00)

To Canada or Mexico: 15% of order price (not to exceed $70.00)

Qutside North America: 15% of order price (not to exceed $150.00)
TOTAL:

All payments due in U.S. dollars.
O Check enclosed, made payable to Skill-Builders Press

O Charge credit card:

Card # Expiration Date
Name of Cardholder
Type of Card O Visa O MasterCard O American Express
1 Call: 207-338-0108 Mail: Angela Maniak
Order Now! Fax: 207-338-0662 Skill-Builders Press

191 Prescott Hill Road
Northport, ME 04849 USA
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