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New Releases!

Tired of writing and rewriting reports?

Wondering how to get your reports
read, accepted, and remembered?

Find solutions
and samples in
new books by 

Angela J. Maniak

The leading expert in
helping auditors and

accountants communicate
clearly, quickly, and 

convincingly

www.angelamaniak.com



The leading expert in helping auditors and accountants
communicate clearly, quickly, and convincingly

Order your books now at www.angelamaniak.com or call 207-338-0108

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!



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

When executives
demand a one-page
summary, how do 
you condense all your
detail? Tell It to the
CEO outlines steps to:

■ Tell executives what
they need to know —
in a page or less.

■ Use compelling 
language that will get
executives’ attention.

■ Put things in 
perspective to show
executives the 
business impact 
of your points.

■ Set a proactive and constructive tone.

■ Select a format that best conveys your message.

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

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

■ 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.

A Dozen Things You Will Find 
Immediately Useful

■ The books are compact yet comprehensive.

■ Proven practices are distilled from the author’s
20 years of training and consulting experience.

■ Content is fully customized to audit and
accounting professionals’ work product.

■ CD-ROM of key materials is included with 
each book: You can carry what you need
into the field.

■ A laminated Tip Sheet summarizes the 
key points you need to know. Keep it next 
to your computer.

■ Books lie flat on your desk or a document
stand for easy reference.

■ Practical approaches are offered to solving 
communication problems.

■ Real-life samples show you what to do 
and what to avoid.

■ Writing tips are brief and practical so that 
you can apply them immediately.

■ Exercises teach you new skills.

■ You can print worksheets and guidelines 
to use on the job.

■ Format is flexible to your needs — you can
read hardcopy, view tips on your screen, 
or print samples.

You Will Learn from the 
Author’s Expertise 

Angela J. Maniak is the leading expert in helping
auditors and accountants communicate clearly,
quickly, and convincingly. Since 1986, Angela has
consulted to over 100 organizations and trained
thousands of audit and accounting professionals
to gain attention, acceptance, and action through
their reports and presentations. She has taught
throughout the U.S. and in Africa, Asia, Canada,
Europe, Mexico, and South America.

Angela pioneered many of the best practices
used in audit reporting today. She wrote the pop-
ular book, Report Writing for Internal Auditors,
published by McGraw-Hill in 1989 and still in 
print and in wide use. She also previously 
published Maximizing the Value of Your Audit
Reports: Managing Quality and Timeliness.
Her approach is practical and to-the-point.
Angela doesn’t just advise you on what to do —
she shows you precisely how to do it.

ISBN: 0-9629337-1-6
165 pages + CD $59.00



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

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

■ Reduce your
editing time 
dramatically and
manage the
review process
to achieve meas-
urable payback.

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

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

■ Overcome writers’ defensiveness to review comments.

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

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

What’s New and Unique in To Revise or Not to Revise:

■ Turns editing time into productive, skill-building time.

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

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

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

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:

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

■ Convey impacts
convincingly 
so that clients 
will see the 
significance.

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

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

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

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

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

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

■ Describes what clients want and expect from 
your reports.

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

New Titles by Angela J. Maniak

© 2004 Angela J. Maniak

ISBN: 0-9629337-3-2
140 pages + CD $59.00

ISBN: 0-9629337-2-4
120 pages + CD $49.00



Title Quantity Price Each Total
Tell It to the CEO $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)
Outside North America: 15% of order price (not to exceed $150.00)

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

❏ Charge credit card:

Card # ______________________________ Expiration Date ____________________

Name of Cardholder________________________________________________________

Type of Card ❏ Visa ❏ MasterCard ❏ American Express

Order Form

SKILL-BUILDERS
PRESS

SAN: 256-2618

Ship to:

Name: ________________________________________________ Title:____________________________

Organization: ____________________________________________________________________________

Shipping Address: ________________________________________________________________________

City: ________________________________ State/Province: ____________ Zip/Mail Code:____________

Country: ____________________

Phone: ______________________ Fax: ____________________ E-mail: __________________________

Take a discount on
quantity purchases!

You can mix and
match titles.

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

Call: 207-338-0108
Fax: 207-338-0662

Order Now! Mail: Angela Maniak
Skill-Builders Press
191 Prescott Hill Road
Northport, ME 04849  USA
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Each Title Includes 

a CD-ROM

and Tip Sheet!


